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Preface 



. Paring the fall of 1977, a team from North*-, 
west Regional Educational Laboratory, worlcing with 
.Title I* admlTijgtrators ^frcm Portland, Oregon, 
developed and isiplemented a Title I principals' 
Inservice Project. The purpose of this project 
W2LS to provide an inservice program for principals 
focused on building, and maintaining effective 
Parent Advisory Councils (PACs) . 

The inservice began with an overview of the 

role of principal as facilitator. Subsequently, 

■ ■ • ■ 

the project covered activities and procedures for 
. recruiting PAC Members , nominating PAC officers , 
3feviewing school programs and atssessing student 
needsi Final sessions deiilt with planning future 
Title I programs and budgets. The emphasis was 
on building community support through forming a 
partnersliip with Title I 'parents . 

This handbook ^arajj^els the siequehce 
presetnted in'the workshops and contains many 
of the materials that were used. It can be 
used 1^ principals who want some practiced, 
procedures for organizing amd maintaining Parent 
Advisory Councils. 

Although facilitating PAC dfsvelopment is a 
time-consuming job, one that i]s often a^ded to axi 
already busy schedule, we feel that it is ixopor*- 
tint to the well*-being' of the school that it be 
given the necessairy iiime and. effort. As you work 
with the PACf you ^ are not onljr wor3cing to. improve 



the Title I program gaining the support of 
parents^ you are also strengthening the entire , 
school by helping citizens discover how they • \, 
can have an active ^le in educational decision 
making. — ■ - ^. v.— : ■ ' . 

The following materials will help you ideatify 
things you can do to energize the PAC and^rhelp the 
PAC learn to use effective operating procedures • 
Also included are ideas for building citizen support 
for your school. ' V 

We have incliaded many materials that are 
headed "To Use With PAC^" O^iese materials* etre ' 
designed so that you or ^a PAC chairperson can use * 
them directly 'with the PAC.^ We intend the, instruc- , 
tions on these materials only as guidelines for 
. your work with yotir PAC and assume that you will, 
modify many of the materieds to meet' your own 
specific, school need^.* ^ 

We have xised a Ifiormat whiph has wide margins ^ 
iji the hope that yoii will feel free to make your 
ownnotes in the blank spaces. 



.1 
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SECTtON 1- Role Of the Title 1 Principal 

— ^ -PAG-F-aci4itx3tbr^___ 



c We ^ear the word "facilitator" being used a' 
lot these days. It ife become a fasdllar word to 
those of us who wade through^ educational jetrgon. 
However, "facilitator" is an appropriate word to 
describe the Title I, Principal's relationship with 
the Parent Advj^ry Council (PAC) • The principal " 
Is responsible for seeing tliat PACs : 

• are organized , receive orientation and 
nominate members r 

• review the past year's Tltl6 I accos^llsh^ 
> I ments 'and become familiar with this year's 

programr 

• review the Title I needs assessmcgit and 
make xeconmiendations about future Title I 
programs/ and 

' ^ ^ review the Title I application for next 
• • ■ ; . / year . 

. To' accomplish these tasks is no easy job/ 
especially when Title I, responsibilities' are 
only & segment of the responsibilities of the 
building prlnci£^. But by building parent 
support through the. PAC/ the principal can 
identify school needs and g£dn community support 
for. needed changes in the school. Most principals 
recognize that community support of schools increases 
with community awaureness of what the schools axB 
■ trying to do^' 



■ INViSLVlNG CITIZENS 

....... . . ^ 

To pat Title I PAC Involvement into perspec*^ 
tive, you al^t consider the following cat^^dries 

of citizen involvement adapted from "A Ladder; of 

■ ■ > 

Citizen Participation developed by Sherry 
Amstein:^ 

dtizife~Control —■<- ~~— 

Delegated Power 
Paartaier^hip' 

Involvement ^ 
ConsultatdLon 
Informing ' 
Manipulation ' . 

Manipoiation ; Manipulation is at the bottom of the 
ladder of citizen involv^uent. This is where diti-^ 
zens are involved to^^et somi^ nathdated requirement 
for citizen involvement, but their role is that of 
"rubber staj^p" for poj.icies and decisions over which 
they have limited information and no control. 
InformlTig: Informing citizens of their rights , 
^g|j|ponaibilities and qo?t^^ can be the first step 
toward actusd citizen involvement. However, the 
esqphasis iis frequently placed on a one^^way flow of 
inf 9rmation-*-from institutions to citizens-*-with 
no chazmel provMed f or fe^back. 
Consultation ; Consultation goes one step beyond 
informing citizens, to inviting ^eir opinions., 
Th0 most frequent me*ans of consultation are attitude 
stirveys, needs assessments, neighborhood meetings 
and public hearings. 

. Involvement : In this levisl of ^volving^ citizens , t 
the citrizens serye on boards or committees and 
advise the public agency. The degree to which they 



Arnstein, Sherry R. , "A Ladder of Citizen P^^icl 
; pation J^Bierican Institute of Planners* Journal , 
July 1969. 



are effective depends upon (1) the amount of . 
.infozmatioii they have, ^(2) their skill in presienting 
t heir ideas,' (3) their ability to ll^en to others, 
and (4) the degree to which they represent the 
'conanunity; a 

Partnership: This is where public agencies and 
cit izen s ' groups are involved in shared planning 
and decision-making responsibilities. There is give 
and take, arid decisions reflect citizen input. 
Delegated Power ; This is >Aien citizens have a 
dominant decision-mflk i ng authority over a particulau: 
plan or program* 

Citizen Control ; This level of involvement occurs 
when citi;sens' groups have direct control of a 
project. They have full charge of policy and 
loanagerial aspects and are fully able to negotiate 
the conditions tmder which "outsiders" may change * 

We see Title I PAC involvement as ranging from 
"ixifbrming'' to "partner$];iiF • " comply with the 
legal mandates, parents with children in the Title X 
program must be informed about their child'^ needs 

.... ■ cu _ * ■ 

and about the way* the school is going about meeting 
those xieeds. But the role of the PAC goes beyond 
singly getting accurate and full information about 
Title !• Because the PAC reviews the previous^ year 
and makes recdnniendations for the upcoming year, PAC 
members can be seen as consultants. A tnily effec*- 
tive PAC will have citizeiis actively involved in the 
heeds assessment and in buil!<Hng coimtmnlty syx^port. 
If this occurs, the PAC participation level falls 
scmewhere between the levels of jjivolv^nent and 
partnership. \ . 

We think t^t it is useful for you<^o explore 
with PAC members their expectations about levels of 
invoivemcracT Some^ members may have been oh other 
citizens?, groups before. Their prjsvlous ^experiences 



will certainly Izx^uenoe their escpectations 
about their role as PAC a^^^obers. If both you 
and the PAC have the saiae. . level of es^ctationSf 
sOmy conflicts ciaya be avoided. 

It id also important tb examine with PAC 
members , the relations^hip between cpxnmitinent on 
the part of meoibers and the level of involvement. 
It takes more pr^aration and cpmrnitment to be a ^ / 
member of .a partnership than it does to be a'^memb^ ! 
of a group that is informed and consulted. 

' It also takes mope work on the part of the 
princfipal to motivate and- guide a |ra^tnership. We 
think that the payoffs make it worth extra: effort. 

The foUo^ilng table confer es the requirements 
established by the government with gtiidelines' for 
forming an, active citizen .participation group: 



TASKS AND^ GIJOOP feUILDING ACTIVITIES 





PAC 


KEQUlUU 




PARXSERSUZP 




Sm maay i 




- — 
»a-9«t out 


7-15 for dacjjiion'^k'.l ryj 9x0191 


HimbTfhip ' 


At iMSt 

partntj 


51%/^ 

/ • 


Titlft Z 


M«Bbttrtfhip that rapMs^s thm school 
cnwmnityy vith 51% XitXm 1 p«r«ati 



SoBbttr of. 



Snoiogh to eoopltta th«fl« 



• Arimw past yaar^s , 
Titls Z acrompUsh- 
msats and bacons 

fiml Tlsr vith th£s . 
yaar's proqraa. 

■ / ' 

a Organiza tha PAC sad 
tall nav nsabars about 
PAC and Titla Z. 

a Raviair tha. naads 
assassaaat and oalca 

^scomandations about 
fbtura Titl^ .1 

. pcogxastf • 

a 9a7lair thlb titla Z 
application for naxt 
ysar. 



Saoa9l( to conplata thasa tasicsi 

a Shari sxpaetations and agxaa 00 tha 
. puxposa of tha groop. GZX TO fXBQM 
EACB OIBEIU 

a Zdantify paopla who ara not prasant 
who should ba if tha group is to ]3a 
rapraasntativa • 

a Plan ways to build sMabarship. 

a Sat goala. 

a Zdantify aotiTitias to asat goals, 
a Xlact bffiears. 

a Oacida how dscisions will ba asada« 
a Sat a rslsrwlsr of avants. 

• Build skins to conplata tasks r 
Ci«a« , raviswiag budgats> partici- 
pating ia a naads assassasnt# 

' aoaitoriag school prograas» ate.) 

• Carry out idantifiad activitias. 



FOUR PUNCriC»JS OF FACIUT^ . 

To budlld and maintain a group capable of 
carrying out the- Title I tasks in Table 1, you 
need to facilitate the partner^iip taisks , , also 
listed in the table. To facilitate this the 
principal, needs to be a 

• Catalyst ^ . 
' • Solution Giver 

• Resource Linker 
/• Process Helper 

Getting p«g:ents to visit the school can 
require a lot of energy. Frequently, announce*- 
laents of meetings and letters home do not do t^e ' 
job* The principal , as cat2J.y8t, wor]cs' with the 
f)&w active parents to help them develop ways of 
eliciting participation from the less active 
parents. 

As principed you have a lot of information 
^that is siioply not available to the layperson. 
Y^u can help parents identify solutions, tb prob- 
lems identified in the Title I needs eissessment. 

Your knowledge of school resources can be an.^ 
invaluable add to the PAC . You can help them ^ ^ 
identify ways to conduct a needs assessment (by 
using the resources in this guide and others that 
are avedlable to school people), .find ways to 
duplica:te materials, or possibly get guest ^speakers 

for PAC meetings. - 

• ■ ■ . • 

This may be your most important skill. If 
you can assis-^ the PAC (possibly by working ° closely 
with the PAC chairperson) ' tb 'conduct meetings that 
are friendly, productive and timely^ you will be 
insuring active parent participation and suppoz;t. 



To do this you will Med to help the PAC set up 
and use effective meeting procedures and ^ help 
the P2^ iset noxols where zaembers (especially new 
members) feel included and involved. 



In ^4hls, section we iiave tried to identify the 
paz:a2neters Of PAC involvement by * comparing it to the 
brbeui rfbage of -citizen involvement outlined by 
Anisteinls^la^ also examined the role of 

the princiE^al, W 

I ^ In ^:he next four sectionis we will examine the \ 
follo^;|ilig PAC tasks: recruiting and setting up the v 
PiU:f moni^ring jprograms; xi!eeds «issessment; reviewing 
prp^ams. We will focus on pkactical procedures for 
acccmplisl|liig these teisksw 



/ 
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SECTION ^ - Getting Going 

To get * a PAC organized requires several tasks : 

• Publicity/Recruiting Membership 

• Orientation 

• Establishing Coimcil Membership , 
}'■[ • Setting up and Maintairting an ^ " 

Ejff active Group 



PUBLICITY/WEICHDITMENT ^ 

■ - \ - ^ : • . . ■ ' ■ 

How to g6t yovir PJ^jC going depends on whether 
or xiot jou have atitive PAC members frdm the previous 
y^ar* If you have no previoil^ly active PAC' members # 
the best way to begin is to 9et up an infofma^on 
iqessibn for parents—a session where Title I; is 
explained and PAC council members lu:^ solicited 
from thps^ parents who attend this information 
session. You might consider the f ollowing* sug- 
gestions for ways to set up an information 
Jsession: . * , ~ ' ' 

• ' Direct mailing^ to eill parents in school 

attendance au:ea * 

/ '. . .. ■■ ' ■■ ■ 

• Notice in local papers V 

• Notice sent through the PTA, neighborhood 
^ associations, newsletters, flyers/ etc. 

Radio or TV . 

• , Biiinguatl hbme/schopl consultiants 



? This list is from ttve Parent Advisory Councils 
in Qregon~Where Do You Fit In? This book is 
available for PACs ih; Oregoh and we recommend it 
to all principals*. You can order this book thrdugh 
ESEA^ Title I^ Or^on Department of Education, 942( 
Lancaster Drive, NE, Salem, Oregon* There are sasple 
letters to parents on E^gM 57-66 <i 



You can also "piggyback" PAC r|cniitinent 
ef£o9?ts with other school events: 

• InSozmatlon about Title I can be. part 
of a PTA agenda 

• A flyer about Title I can be distributed 

• ' at sports events 

• Open hobses can have a special Title 

display and demonstration session 

. "* ■ ■ 

^owever, principals who have had success report 
that. nothing works like ^ personal contact for getting 
p(S<)ple involved. If ypu have a few active Title I 
parents in your school* you could solicit their help 
'in calling pi&rents or visiting parents who do not 
hAve a phone. The following is a "script" that a 
parent can use when phoning: 



TO USE WITH PAC 

- > 



The PAC volunteer phone recruiter tian use this script as a guide 
when cailling parents. • , 



, ♦ 

When you phone, please introduce yourself iimnediately; 



. ■'■ ' • — • ^ ^ calling.-' 

to let you 3cnpw about * S chool's 

Title I Program. I would like to invite you to a meeting^' to . 
discuss the present !Title I program. The meeting will be at ^ 
o 'clock/ n ight. We will be talking 

about Title I, the special progr^pus in our school and how parents 
.can be involved to make.it even a better prbgram. -Do you think ' 
you will be able to .i^ake^ this meeting? Will ^ou need 

transportation? ■.■ ' ^ ^ 

■' . ' . , ■ . - 

(child's name) will.be bringing hom^ a notice alsout this 

. . ■ ■ ' . >■ ' - ■ ■ ■ ■ • ' 

meeting. I will be looking forward to meeting you.** 



Thank the parent for his/her time and leave the school's telephone 
number ih the event there are any additional qiiestions about the 
meeting, . to' ' 



Another method of .recruitxaent Is .a telephone 
tree. One parent pane's 'two people and requests 
that tl;ey phone two more. If you use this method, 
it Is important that each, persoxi who is called 
repeats the time and plaice of the meeting. It is 
aU.so iaqporteuit tp send home e* back<?up flyer to be 
sure th^t corredt information is aent to each parent. 

Many Title I principals oreport that ^ey have 
greatest success with meal tiioe meetings axid with 
meetings that involve the parent:s' children in a 
demonstration or school eve^t« This is only 
natural. People ate more likely to attend a 
meeting that has promise of being a comfortable 
sociaQ. event. A pot-*luck or a supper can provide 
people with a chance to gei^ to know one another 
in an informal envij^onment. 

It is also to be expected that a parent is 
more lilcely to attend a meeting vdiere his or her 
child has a role. If Title I children; explain the 
program and show parents h<9V the program promotes 
/their education, the child^r^^ will also b^efit 
from the experience. 

The'^foUovrlng agenda for an orientation 
meeting *can' serve,* as a/guid^ for your first' 
meeting^^ ' . ^ . ; . \ 



telephone 
tree 

■ ; 1- 



potiucks 



TO USb WITYAC 



This is a sasple and can be .tised for dlscxisslon. 



HILL CKBST TITLE I PAC ORIENTATIQfil 
MEETING AGEliDA 



Time 
7:00 



. Introductions 

Principal^ Introduces Title I. 

teachers and 2d.des 

■ » 

Principal asks participants to . 
introduce themselves to the 
person i^ext to them and share 
how they heard ;4bout the meeting 
. and vihat they woul4 44Jce to v^^; 
see happen to their children ' - " 
as a result o£ tlie Title 'I program / r^ 

^ " ' ■ . . *• ^ 

Pri]!icipal asks for volunteers to , 

*share some of t^e hopes for Title I 

(If there are xio volunteers, princlpsil 
and staff can share their expectatloxis)^ 



Materials 



Name tags 



7:15. i^ Sharing the Agenda \ ^ 

^ Princlpal^ (or former PAC chaJj^erison t 
• s or sti^f x&ember) shares agenda for 

the evening and shates expectation^. 
C (parent commitment and Active role 

on PAC) ;^qaestlon and ahsver period 



7j25 Orientation to Title I . 

.Principal or staff person shares J 
history of title I and hovJTltle I 
benefits children: 

What Is Title 1?* • 
~\ ■ - How Are Students Selected? . ^ 



Agenda on butcher paper 
or overhead 



Information on overheads 
or butcher paper or in 
\ booklet 



* For^ an example of one school's stinlmar^ statement about each of these 
guedtiona^ see page 144/ Pareiat Advisory Coxincllg in Oregon ,. . : ♦ ,^ 



Acfenda. (continued) V ^ 

'» , ■ ' . • , 

: V t^- . Wh^tlkre the. Title I Programs? 

HoW ManJ Children Are Served\^jf^ . 
I ^ the' Program? v 
' How Are Progirams 'Bvailuated? 
i^e fDitle I Funds iUsE^lemehtary? 
How is the Classroom Teacher Involved y/ 
' ■ : . in the Titli I Program? 

• What Are t^ Goals of the ''Program? 

^ ♦ ' How Are Parehta Involved? (If- you have 
\ former PAC members y this is an ideeil 
time for them to share their » experiences ) 
and perceptions) 

* ■ •, . '■ ^ > 

Questions and Axiswers: ^ ^ . 

Ask par^ts to get £z6to groups of 
three or four people and come up 
id;th a ^st of questions. Have 
< glirbups share questions. 

Principal/ staff. and former PAC people- 
; " answer questions. ^ 

8;00 ^ Parent Pl0dgg . 

Using fopT (se^ neact pa^e) > \ ^. .Parent Pledge 

have parewtef^dentify what 
respduibilities vthey can 
takip Oh. *" Collect forms. 

I '. . ■ ■ . . - . . 

8s 15 Remind Parents | ^ ^ 

\ The next meetijig will ^include* 

' selection of officers. Share \. 
■ * . time 'and date. ' ^ . - 

f * . " i' ' .' ' ■ A .; f^v- 

^ ^ . . ■ .- . .. . ' i-w -^''-h' 

; r,. Ask piarents to ta^y to Bfcing another ? 
^ title I parent with them ntot* time. 



Pa^s but evaltiation form; Evaluation Porm 

explain that you want their 
honest feedback so that : 
. mee^i^gs can be both interesting 
' and productive. (I^ /there is a 
- forttfer PAC bhairp^^on or memhery 
these last three activities can 
be han^3;f^^s^y this person.) ^ 



TO USE WITH P AC vi: 



« PARENT PLEDGE 

In order to help my child and other youngsters In our Title I 
progr2uzi, I pledge to help with the following: (Please check one 
or more) 

caieck 

Serve on our school's Parent Advisory Council, 

Spend i morning visiting a Title I classroom . 

Attend Title I open houses and teacher conferences 

Give other parents rides to PAC meetings^ . • . 

Babysit for parents who attend PAG meetings ^ 

Telephone or contact other parents about the next ^ ^ 

meeting 

■ » ■ ■ ■ 

other (please describe) ^ , i 

• ■ . " ■ ■ , ' - 

The best time.tb phbne 'tie is ■ ' • ' ' ' . ■-. ' ' 



The best - time to visit' my home is 

Nam e • . ■ ■ ^ • • . ' 

Addres s -v ' '•■ ' ■ ^ . . ; 

yTeJLephdne . 



TO USE WITH PAC 



MEJST. 



mG EVMiUATION FOBM 



We. like to get information at the end of the meeting that 
will help us plan for the next; meeting. 



Please* check one: 



'"TblB meeting was useful. 

yes . r Jto 



s meeting was confusing. , ^^^^ 

.■ ye^ ■. , ■ no; 



Please let us /know how we can' make the meetings better (Is t;he time 
dC? The room comfortable, etc.?) ' . N ' 



Suggestions : 



COMPOSITION OF TITLE I PABEI3T. iU)VISOBY CQUlTCIIiS 
A^ PAC SELECTION PBOCESSES* 

• . ■ 9 • " ' . 

The majority (at least 51%)- of the Parent 
Advisory Couzioil must be Title I parents. A PAC 
can have the following con^sition:^ 

Voting Members 

• Parents of Tible I children attending 
the eligible school -(must comprise at 

" least 51% of the tot^ menbership) • 

• Parents of non*Title I childrexv attending, 
eligible school. 

• Parents of children; attending non-public ^ 
^ schools served by Title I that reside in 

the local public school attexldance area 

• Any resident of the school attendance 
area, i.e. , senior citizens,' agency 

^ representatives, business people and 
other interested citizens 

Non-Votirfg Mqnbers ; ^ * 

• '' Anyone, reigardless of residence, with 

interest in the s^ool or ;whQ has resource 
capiabilities may iDe invited by the PAC' to 
serve as. a hon--voting member, i.e., business 
People 2uid school staff . 

• ' Full or part'-time'^ employees of the school 

district shall not be eligible for voting 

■ • * , .■ ■ / ■ ■ • . ■ ■' \ 

monbership or office on any Title I PAC. 

• Persona under eighteen years of age 



3 ¥ ' ■' ' 

From: ''Local School Selection Process for Title I 

Parent Advisoi^ Councils," developed by Schoor District 

#1, Portland, /bregon. 



f 

District #1, Portland, Oregon has identified 



four 2U.temative selection processes* W^g^^oink these 
g allow enough flexibility to meet the needs of different 
schools. ' The four zatematlve nethiads are: 



1. 



Selection at Open Meeting 
2« Open Meeting Election 
3. Eleqtion by Mailed Ballots 
r 4. Balloting at the School Building 

Selection at Open Meeting^ Selection of co\incil 
members can talce place at an open meeting by using 
one or more of the following methods. The methods 
can be decided by those Attending the meeting'P • 
%^ Nominating committee 

• Nominations from the floor v ' 

• Selections^ consensus (see 'HDecisions 
.by Consensus," later in this SBCtion) 

• Volunteer service 

• Election by ballot y 

• Nomination by l^lot 

Open Meeting Election. P,;rior to the open meeting 
the existing PAC can appoint a mcnimating committee. 
The committee should have at least three azid not 
more than seven members. At least one member should 
represent Title I parents smd one member should 
rep;g^|ent non*-Titie I parents J 
^ ^ The nomifiating> committee can select a.t least — 
one nominee for each position to *be filled. Consent 
of the nominee must be achieved prior to placement ^ 
of the name on the ballot.- 

The nominating committee: will be responsible 
for prepaxJjig the baillots and having them printed 
with blank spaces for write-in votes. 

Nominations from the floor aze isi order 
providing the noarite^^s) meets the (qualifications 
for that position. Balloting^ will take place during 
the open meetinig. 



■ Election by Mailed Baillots , Prior to the open meeting 
the existing PAC, ceua appoint a nominating consnitte^ 
(three to seven monbers) with representatives from both 
Title I^and non^itle I parents. 

The committee selects at least one nominee for 
each position to. be filled. Consent of the nominee 
must be given prior to placement of the ziame on -the 
b2aiot. ^ 

■ / ■ In this procedure, the nominating comoaaittee 
is reisponsible for writing the 'ballot'S' and haying 
them printed with blank spaces for write-in votes. 

, The school PAC is responsible for oitailing ' the 
ballots to parents of all children attending the 
school. In addition, the ballot must be made 
available to all attendance *^2u:ea residents ^o 
wish to vote 1^ a method decided upon by the PAC^ 
Balloting at School Building. >If your school 
(fecides to use this method, you can follow the 
same procedures on the previous option with the 
exception that the balloting is held at: the school 
building for all residents of the community. 

Before deciding on any one selection process 

■ ^ ■ ' /m ' >■■>■ ^ ■ 

you may yant to list advantages and disaidvaiitages 

'.^ ^ . ■ ■ '. ■ ■ - ■.■ . 

of each method with your PAC« During one of the 

workshops -conducted with the Portland Principals • ' ^ 

we generated a list of advantages and disadvantages 

i^or each inethod . The following page contains a 

summary of that' list. 



COUAClL MEMBER ^ 
SIXECTION PROCESS 



ADVANTAGES 

I. 



DISADVANTAGES 



. ^ ^ 

Hard to Insure over 51% 
Title I parents 

Difficult* to get repre- 
sentative group 

Attendance at meetingr 
might be. off ' 



Over-nomination 
target parents 



Malority may not know 
nominees . * 



1. iselection at 
4 d^en Meeting 



2. Open Meeting>" 
. Election 



• Broad group from 
whiiiph to select 

• Those attending show 
interest 

Easiest to do 

• Reduces clerical work 



f Pre-selectlon of can- 
didates insures that 
^ the interested ones; 
. will be on ballot r 




3. Ele^:ion by 
. Mailkd Ballots 



Those who vote are 
interested 

Can reach maximum 
number of people 

Documented involve- 
ment 



•Expensive 

• Low response is typical 

-. ■ ' ^ ■ • 

• Recipients not familiar 
with nominees ^ Z*^* 

• Lacks personal contact 



4. Balloting in 
the' School 
Building 



• Easy to do 

• Low cost 

• Opportunity to also 
have parents visit 
schobl 



• Difficult to get people 
out 

• Limited personal contact 

• Inconvenient to come to 
school building 



V 



* These lists ar ec^by no ^ means e^chaustive. 
I£ you use these as a starter £or discussion 
with yoiu: PAC,you will probably be able to 
come up with more advantages and disadvisntages 
for each method. By involving PAC members 
• in this activity , * you will also be building ^ 
oommitaaent for whichever method is chose|x. 



MEETING^ INDIVipUAL NEEDS : . 

Earlier in this: section we mentioned that ' 
it is difficult to start from scratch and build a' 
PAC. ;* Fpr that reason it is especi!aily important' 
to identify not only ^Aat'^fets people to make an ^ 
i n itial visit tO: a PAC meeting, but also |what 
^keeps than, coming back. 

People become invblved in anything because 
the activity mtets one oi; more personal needs. 
Social scientists have identified three indiv^^ual 
needs that must be. met if a group is to keep its 
membership and continue to work productiirely. 
These are an individual's needs for: 




# Inclusion 
e Control 



# Affiliation 

■ *" 'r - ■ ■•.-^--r-. ■ . ■ ■ -. - . 

Think back to the last c6nference you attexided. 

When you walked into the first session c did you look 

for familiar faces? Did you feel a little uz^comfortabl 

until you had been introduced to strangers or had intro 

duced yourself ? It is a coranon human heed to have to 

feel included in a grotqp situation. You as principal, 

working with the PAC chairperson/ can identify ways . 

to make people feel incltided. Some ways that were 

identified by the Portland principals include: 



e— Having^-^rson desigiuSea~as"~"gr eeter " 
who would greet new parents and bring them 
^ to date 



Hay^pg a: shar tog session at each . meetincr 
idiere can tell a little .about 

V f th^^ what they au:e doing in ! 

; :vv thar'Title l program 

• Having a; wiaqno*-)^ ac1^yit3^« Where parents 

V ijitrcduce themselves tb' the person next ' 
' ' to thaif az^ ;then/ .in , turn, ijo^troduce . 
that :^person to the, group 

. J • Hayinig a telephone relay—some parents are * 
respoxisihle for phoning other Title X 
parent^ prior, to a meeting to invite 
/ <• them to the M 

• " •• . .■ •■■ v ■.• ■• • ' . , ■ ■ ■ ' ' • ■ . ■ , 

Another common need of ; people in groups is the 
need tQ;feN^l; th^i^ they can influence the groi^^-the 

need f bt cont:rol • . ' Do you remonber the isist tine 

. ■ ■■ ■ ■■ '.^ • " ' ' ' 

someone infoxpcSd ybu of some new regulation or :\ 

^eqflirmmt that yoii ha4. to carry out? If you had 

not been a party to determining ifchayt this was a . 

n^cessarj^ re^^ you feel? -If you are' 

like most of uflt^' yon yj^'fibsbXY 

People do not ^Uce tb feel manipulated or affected 
decisions over which they have no control. A 
flLtrong: and ylable PAC *is one in tdxich mendsers f e^l 
that - their .contributions have influence* The ' 
following li4it contaixxs/^ugges^t^u for areas 'where [ 
the PAC stoiiXd have% higi^^ of decision- 
jaaiciiig power:' 'v ' 

■ ■} \ . ':' - ■ ■ ■■ . 

r . • Determining tow 't^ PAG bvidget^^ill 
b<B allocated and mbni >■ 

- e betermiTiing the .role the PAC ^11 have 

■; ;lh'the"Ti1ie->^ n^ 

• p4€fttTTii ping/ the: and aigenda, 
■ ; /for PM/meetii^ ,'' V ' 

~ • Identifyihg recrixitmeht ^roccidureis 

: ■. ■ ^ .. ■■ •■• :'■ ^' ■ 

. • identifying skill training needs; . ; 

(exUf^le: 'decision-makizig .procedures) ' 



The third Indlvidued need is that of affiliation. 
Pitople join clubs so that they can say, "I'm an Elk 
a I^on; • .a FTA aeiriberr" . etc. Belonging is Is^rtant. 
This is one reas<^ to consider the social eispect of ; 

xaeetings. The f bllowihg i,te9is that help build a 
group were suggested by yarioiis menbers in the 
Portland Xnserv^ce Programs ! 

Pot-lucks- ;., ^ ■ ■ 
■ • Meetings with student presentations 9k 

• Viewing a film and discussing it in 

• ' small groups 

Parent needs identification—^diich parents 
need babysitting, wl^^ like to«pair 

' ' up for a visit to -Uie school, etc. 

If you and yotir PAC chairperson try to identify 
ways that the meetings can help people fjsel included 

and influential in a pleasant and supportive atmos- 

/ ■ • • •• • 

phere, the likelihood for active participation goes 

/UP.> .■ 

MORE THAN JUST A HEQUIREMENT~BUIIiDIN6 <A 
ISPI^ENTi^I^ GROUP 

Citizen involvement is mandate by^i^e 
but most principals that we have t&lked to have indir 
cated that they want; to have active citizen groMpa in 
order to build bettiar communication and support from 
the school community. s 

To build a citizen advisory group that can 
give valuable input to the school requifets help 
from staff ^ currently involved citizens and the 
principal. Below is a proce3itte"that^bTr^^ 
use or modify in order to build a group that is 
representative of the scUjSjpl axid coonxunity. 



TO . USE WITH PAC 



' POBMING A BEPIffiSEOTavriyE GBDUP 

Purpose: To help PAC members (or other involved parents/citizens) 
identify who lives in the cormminityy to . identify opinion 
leaders in the coiwmmity and to take 'steps to form a 
representa1d.ve school-coimuxiity auivisory group. 

Procedure: Have individuals pr small'l^oups fill out Form #1 
"School Conmunity-* Profile." / 

Working as a total gr^p^ fill out Form #2^ "Representatives 

and Opinion Groups." • 

i ^^Once you have identified** the people ^o need to be on the 
^(t^ School-Cooammity Group , \ have your group 

. fill out the third formj "Who Can Help;*^ This is a % 
planning work sheet for identifying the representatives, 
the groups theiy r^resent , hovf to ' contact riepresentatives ^ 
and the materials (orientation and awareness mater iailis) 
and skills (eacasple: decision-making skills) that' the 
representatives will dieed to Vork effectively in the 
SchoolrCciimmmity Qrpup. . 



TO USE WITH PAC~ Form #1 



SCHOOL CQMHDNITY PBOFILE 



DIRECTIONS: Stop to reflect on the coisposltion o£ your community. 
The worksheet 1b organized according to several 
categories to help you reflect on , your school- ^ 
c ommujiit y and to develop a cqmmunlty profile. 

1. Using former d^ta you've collected, intuition 
and your best guesses, estimate the percentage 
of the population in £he following categories: 



ASE CLUSTERS 

Under 18 
18 - 25 
26 - 35 
36 - 50 
. . 31 - 65 
over 65 



SEX 



Male 
: Female 



MARITAL STATUS 



(Rank order according to *size of group, 1 " most pppul 
group; 7 ■ least populated group) 



ated 4^ 



group 
With Children 



single 
marriied 

separated/divorced 
married (children 
over 18), 



Without Children 



single 
maanried 
separated/divorced 



/ - 
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f ■ 

Form #1 (continued) 



HOUSING <ttse %). . ^ ^ 

IxidividuallY'^ ownied homes 

^ . Rented hooied . .• • 

Apartments ; . . " _ 

Subsidized housing . . • 

* . ■ ^ ■ ■ ■ . _ ^ ■ . - ' ■■ 

\Are there any naturzd. boundaries (freeways, apartment 
clusters, etc.) within your district? VOi^t sure they? 

^ • EDUCailON . ' " ' . 

: Less than high sdbtool . 'j 

^ . High school griaduate ' 

Some college 

. College graduate^ 

. ' Advanced degree [ ^ . 

^ POLITICAL PBEPERENCE . . • 

' ' ■ ■ 4 ' ■ ■ " •■ . 

Libered. ' 
Conservative ■ - 

Moderate ' 



RELIGIOUS AFFIIJATION . 

. List major religious ■ groups, in this .coinmunity . 



RACIAL MIX 

Anglo , -Jl-jj 

Black-' ■ , ,W 

Native American ' ^ ' , p,^' 

Chicano \_/ 

Other ■ . ■■ _.■ ■■■ :'3<%r 

ADDITIONAL INPLUENCE GROUPS 

List lodges, major employers, citizens or neighborhood grbups 

. in your community. i 



TO USE WITH PAC-Form #2 



KEPRESEIiTATIVES AMD OPINION GROUPS 



Based on the cpnsmmity profile, identify those persons you would 
.need to have in a representattive problem*-solving grpup. - List the 
major opinion groups (example: single parent families, Russian 
ethnic group ,^ employees of GAF, etc.) on the left of the sheet and 
the number 'Of persons that you would need from that group to form 
a representative group. (Exainpie if yoiir district has a very 
larf e Chicano population axid a^medH^; size Anglo Baptist group , you 
may need two Chicano representatives and only one Anglo Baptist.) 
Also, list possible representatives of the group if you know them. 



Opinion Groves 



No. of 
Reps. 



Possible Representatives 
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' ,T0IISE IIIT|PAC-F«»«3 r 

\ - ... . WHO CWJ HELP 

• • • ' ' ' . ,• ■ ^ . . ■' 

u .... ' ' ■ • 

Directionij " , 

■ - ■ .■ ■ ■ ' ■ . ■ % . 

Now that yoa have jl) developed a coniunity profile and (2) identified significant opinion groups, 
you will need to consider who can jielp you reach these, people to invito then to join the citUen's 
group. This list nay include teachers, aides, couijselors, students, curi^ntly active (in PAC) 
.citizens, Title Histtict staff, parents with vhon you have contact. 



HBO, nsmQm^ mcmia mms/sisMMm 




These forms are not only for principals vdio wish to help fom representative groups. They can also be used 
with nenbers of an ongoing school-conDunity group or PilC. Members can use them to determine If the group 
}j i Vaa representation of all groups and people 'concerned. v 



HOW EFFECTIVE GltOlffS WORK . ; ; 

JtbB processes and the procfiidures that a group 
usu wlU often detersilae how thia groisp accomplishes 
i&p^^ W^ eure going to examine four isqportant 
ejects of\«group fimctioning: 

e Communication ♦ 

. e Decision making 

e Problem solving 

« e Leadership functions 

COTTmqiTi i cation 



r 



/ The ways tha.t members In a group communicate 
^aXS^one BJObtbBX can determine how members feel 
about their participation. If members intern:^ 
one another, or misconstrue statements, or label 
each other, there lire bound to be problems. 06 



you use the time another perscn is speaking as 

time for you to prepare *^t you are about to say? GOrnmUnlCQ"" 
Or do you listen actively to what others are saying tion 
to be sure you und^stand? |}hen you are tired azid 
exhausted, do you tell the other members of the 
grotap? When members of a groi^ are restless, do * 
you ask them if it is about time for a break? > 
All of the above examples deal with communication . 
or the lack of communicatibh. The following 
material can be used as a handout the PAC 
or simply as a review for ycm. of the ways that 
coomunication can be enhanced., By using these 
skills you can model communication that helps 
groups work effectively. 



» ... V 

■ *•■ 

.-sr. 
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TO USE WITfT PAC — This can be used as a discussion paper ' 



, REV^^EW OF CQMMDNICATION SKILLS 

" r. ' ■ . ■ • [ . ■' . ' • . 

Four skills have been identified that, if use^ consistently and correctly, 
can aid people in conmunicating with one another. These are: peuraphrausing 
perception checking, behavior description, and describing one's own feelings 

PAIU^BKASING 

The situation ; How do you check to make sure that you understand another 
person's ideas, information or suggestions as he/she intended them? How do 
you know that his/her ronark means the same to you eis it does to him/her? 

The skill ; If you state in your own way what his/her remjurk conveys to you, 
the other can begin to determine v^ether his/her message, is coming through 
as intended. *-Then if the speaker thinks you misunderstand, he/she can speak 
directly to the specif ic misunderstanding you have revealed. ^ 



Example ; Sarah; Jim should never have b^cdme a teacher. 

Bob; You mean tealching isn^ the right job for him? 
Sarah; Exactly! Teaching is not the right job for Jim« 



PEBCEPTION CHECK , 

The situation ; Hbw do you know how another person is really feeling? ^ You 
can mentally translate behaviors into youi^ assessment of the other's 
feelings, but unless you check with the other person, you may be guessing 
incorrectly^ 

The skill; . You describe what you perceived to be the other's inner state 
in order to check whether you do understand what he/she feels. That is, 
you test to see whether you have decoded the other's egressions of feeling 
accurately. 

Example ; "X get the Inpression you are angry with me. Are you?" 

(Not; "^y are you so angry with me?" This is mind reading, 
not percepj;ipn chec]cing.} 



BEHAVIOR DESCRIPTION 

The situation ; If you and another person are to discuss the way you work 
together or what is happening in your relationship/ both of you mtist be 
able to^talk about what each of you does that affects the other. This is 
not easy. Most of us have trouble describing another's behavior; we 
usually diacusiB his/her attitudes, his/her motives or his/her traits and 
personality characterllstics. 



ERIC 
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ComTTtunicatlon Skills (continued) 



The skill: Behavior description means reporting specific, observable 
actions of others without (1) placing a V2tlue on them as right dr vrong, 
bad or good; (2) maJcing accusations or generalizations abou^the other's 
motives , attitudes or personality trai^« 



DnMsh^- 



Example:^ "Bill, you've talked more than the others oy-thls- topic. 
Several times you have cut me and others off before we 
^ had finished.". 



Not: "Jim, you are always so rude! You just want to hog the floor!' 




DESC^PTION OF FEELINGS 

The situation : If you wish others to respond to you as a person, you 
must help them understand how you feel. 

The skill : Although we usually try to describe our ideas clearly and 
eiccurately, we often do not try to describe our feelings clearly. 
Feelings get^e^ressed in many^ different ways, but we do not usually 
attempt^ to idexstify the feeling itself « 

Exaa^lea: 

One way to describe a feeling is to identify or name it. "I feel angry." 
"I feel comfortable." Another way is to express feelings. in terms of 
similes. "I feel like a distance runner at the end of a race. " A third 
way is to describe the feeling in terms of a wished for action*. "I feel., 
like 1 would lijce to hug you*" , 



\ 



Deciaion Making 

Decdjsion makiiig one of the aost Important 
processes that groups undertake. The mth^g used 
to make decisions can tell a lot about a group* 
Ihink back ovi^ a groi^ aeeting you have attended. 

- How many times were decisions made sixoply because 
there, Vas a lack of response? Do you remember ^ 
times v^ien a group moiber 'proposed an 'idea and was 
intemq>te4 ^ another member?- Have there been 
times vAien there wais ho response to an idea or . 
proposal? What about^tifflies vhen the convener has 1 
said, "^U, it looks like we^mnt to do such and \ 
such," before really determining the wishes of the 
entire grotq?? All of these incidents are; ways of 
making decisions. When 4 prqposeU. is made and 
either^*lC&terrupted or not discussed, it is a way 
of saying that, this proposal is defeated. -When 
a groiip leader makes decJLslpns without formally 
getting group support, it is a form of authority 
rule or bne'-perspn decision making. 

Consid er the following ways that decisions 

' are madex *• " . 

'1. Decisions by Lack of Response CPlop") : 
This is the most conmon way that decisions are 

made. It occurs so often and qpilckly that it is 
ofteh hard to see. Someone suggestis an idea, and' 
before anyone else has said anything about it, 
someone else suggests imother idea until the 
troop finds one it will act on. All the ideas 
which have b^en bypassed have in a . sen^ 
decided \ipon by t^'gro^^ 1! 

This kind of decision making^'can lead tb"^ / 
frustration and be svery demoralizing for the 
jpeople who made the suggestionji. ''Well, if nqr 
ideas aren't good enough for this group, I'll 
just shut up." 



2. Declslong.by JUathority Role : Maxqf groups 
set: up a system ^ere there is open discussion o£ 
ideas, but the chairman or president of the group 
can say after holding a &^^ee;^scussion that he/she 
has decided ^Aat to do. ^ ^ 

This kind of decision making is very efficient. 
However, «if the gr,6up does not. support the decision 
made 1^ the authority, it may^xiot work to carry out 
the d^bision. "If he^inkiy>it's such a good idea, 
let him carary.it out^" k 

3. Decisions by a Minority : This is when a few 
people hold the decision-making power, or when a 
motion passes with only^ support. by a small fetation of 
the group. This kind' of decision maJcing has the^^ame 
difficulty as authority rule~the silent majorilfy' can 
get angry ;and either sabotage the decision or drop 
out of the groi^. "Siiextce'<pieans consent, doesn't 
it? Everyone had a chance to yolqe.oppqsition." 

Decisions by "Hand Clasp" ; Thisf is anoth^ 
form of minority^ mxle—one or more mfanbtes eictively 
support a course of action; on the b^is of this 
'■[^^iijf^^rt, thtt course of action is chosen. Spmetioes 
thily' has b4c^ "railroading.^/ ^ 



' ^4.;- : T>ecAsio b^Mlajority Si:^pory : (Voting/ 
Pblj^n?): 3 familiar decisioxi^Ttta)^ 

Qn^ aik^;tiBt^^ to poll everyone's opih^on following 
scM dis and if some majority feciij^s that same 

• vmy, to' u that is a decision. The other method 
is thci^xtiore formal one of stating a cle^^^temative 
and asking for^ votes in favor of it and votes agai^ast 
it/ iuod abstentions. 

* , On the surface, this method seems completely 
sound, but surprisingly of ten decisions made by this 

: flCprpach ue difficult to carry out.^ The minority 
>that.ioft can form a splinter gsraup and either jnot 
/siq^r^»,the decision of the majority or activelj^./ 
jMirk against it. "We'll just fom another group." 



" \ 5, Declalotts .by "Consensus i 0ne of thsi joo ' 
effc^tlv^ but aii(6 most ti2Qe--coxlq]jmin9 pf^ - * 

giroiqp :Hii«4sii9n^ Is to seek consensus/ ^^ Coqt-^^^^ 

sensus, is flC state o£ affairs yHbax^itfx: a suryey 'iM- ' 
taken to assess everyone ' a pref er^e • A proposal 1 
is made azid everyone isf again surveyed to see if this^ . 
is something they ^can supportr-not necesstaily the. 
i^irst '^dhoice of any one participanif > but something ^ ' 
that can be by every menbej:. No deqision C.;^ 

is made until eyezfy 6£ the group ha^ stated 

that he/sh6 ; Can with the decision and wilT * 

not \9oxk. against the decision. (Actual pzobedures * 
^«ill be on :-a- separate. ^j»g^ - . .'..<7 ■ 

The itfealoie8s\o^;>p^ 
.is ths^t^t often talces a lot of time. The str^igth 
is that jAien a decision is made, it is one that the 
total group can support. 

6. Decisions by U"«n^^us Consent ; This is 
the logicaUy' perfect bub least attainable Ic^ of 
decision. is whe^ everyone tru|3|(|agree9*b^ ; 

the course of action be taken. j. ' - ' / 

" No one decision-making process -i^'^lronpleteiy,^ 
good or completely, bad^ It ris^ inqporlan^ fbr a:^ \ 
group to determine -hoir|it wants, to makeMecisibns, 
vdiich of is#aes niaed ^ch kinds decisions 

^knd how to monitdi: the decision*making p^ 
It is also importa^ ^in a PAC to identify those 
which must be deciifl^u^ii by authoritie's from 
school and which ism|^ ' need to be .decid|d 
One way to do^ WtUp brainstorm jke 
things that net^dM^^ (currlculm changes,* budget 
PAC group l^cedu^b^^ and list the kinds of 
ways that cB||^o;r^ will be .;made around these 
issues . V V 





■'V* ••■.t'*- 



It is '^ittrrently popular t6 maki\ decisions by 
^cQSLsensus.** TJiere ue soma very good reasoxis^£pr . 
;:'|^xiiBexi8us decisiozi^ support ^ 

that will be caaMd|^ out witlt^^ifri^^ 
''nieoiber8ii:''etc«- 'H^kw 

.suppbsedly made ^ consenlBTis ar4^ l^Vfact deci 
by iiULjorlty rule and minbrity aciqn^iisceiice^ . Edv** 
often do you see a group leader look' aro]i^ a groupf 
Where a few heads are nodding aff iibnativelyr and say, 




""v Aell, it looks like we are in conMtosus.'*?^ /I^^ the 
leader were to systematically poll 
it is very likely that not eyeryqijScii dbiul^'^u^port ^ 
the decision* It is iinportant if you choose con-* > . 
sinsus decision making as the appropriate oill^thipd 
for your group that you have an agreed upon procedure 
for determining consensus* The following is one 
■^thod; ■"'^■t', . V. 



This can be reviewed with the PAC axid if app^poprlate, set up as the 
procedure for ntaking declslbna^ ^ 

•■ " • ' \ v- •; V ' ." ' V ' • • 

PROCEDUteS tOR DECISION BY CONSENSUS 

' ' ' " . .• • . * p , ,^ • . ■ . # . ■ ' ' t ' 

' l... A p^ersbn states the decision that Is proposed. 

.'>2« Soxnedne off ers a paraphrue of ' the decision, that is r/ puts the 
. decision in his' or her own vprds. * / 

3« The person propo'sing the decision judges the accuracy of the 
. "^paraphrue. If it is iziaccjarate, repeat the process. 

4. If the paraphrase is accurate, the person proposing the^^SeGj^ion 
or the chairperson asks each group menber ^ in turn, to state 
ii^ther or not he or she can support the decision r and if not, 
to state an alternative, if he o^ she wishes. 

■ • • ■ . ■ ' . > .■ . 

5. If all persons agree to support the decision, consensus flucists 
and the decision i9 made; 

- ;■■ ... ■ r' . . % ■■ . ' 

,6. "If one^;or inore persons ^do not a^ee to support the decision, but 
bffer^^ailternatives/'- test each aXtemative by asking eaidh group 
menbef -vWhether or not he or she can sxipporrt it. . At this point, 
^^'^'Xtii^ decision is made official either by voting cfr by having group 
/'jr mifmbers make some visible sign, ^uph as raising th^ir thumbs, 
' ti^t they support, the decision and accept^.the conditions of 
consensus. A^l • • 

7. If* consensus cannot be Reached on jdjc^istincf^^alt^^ 

if there are other alternatives tj^^^ anyone ban suggest. 

8. If no. alt^emative can be found upon which consensus can be ' 
reached, try to Ideate reasoxis (for example, lack of information jr, 
inappropriate time to make the decision, etc.) why persons are 
unwilling to reach consensus.. 

9. If consensus is not reached, set a new. time .to attempt to make 
f' the decision.' — 

CONDITIONS OF CONSENSUS ' 

• Everyone agrees to support the decision, though ^t may 
not be everyone's first choicel., ^ 

• Everyone agrees that he or she has had sufficient oppor*- 

t^unity to influence the decision. > v , 

■ ■ • • * . *>■ ' * ■ ^ 

. ■ .. • ■ ■ ■. ■ - ■ ^ ■ : ^ ■ r-' ■ ■ 

I ^ Everydhtf can state what the decision* is. ii;*^, , A"^ 



Problem Solving 



If 
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way a grbi:^ solves problems^^ij^^ 
,isi{)ort^ Hava you been a xoember of . a group 
that spent most of Its time spinning'' Its 
%Aieais? you might want to consider inttpducinig 
the follovring systematic prcbi«ii**80lving 
procedure to the^PAC* > 

Ne have identified a! problem-solving 
::*iaodei;--tHat.;^^ 




Stejp 1: Define the Problem 

Step 2: Search' for Ways to 
Solve the Problem 

Step 3: Make Plans . 

Step 4: Carry Out Plans 

Step 5: Assess Results 



Using the heed to recruit monbership fo/v the 
PAC^ai^an exaiq^le, here/is how the PAC might go 
about systematically solving this problems 
*St(dhp 1 «f The PAC has dwindled to three members 
' .V : over^ the course of sunnner. It is 
- detebnined that the membership needs a 
boost very badly. The three remaining 
members can develop a goal statement: 

want our PAC to have a membership of 
at^lli^^ I parants with at 

.. least; seven at ev^ry meeting. The 
, v first step of the problem-solving . 

process is coqi^eted ^en th^ group * 
ha(s identj^ied a. problem and has a f ' 
goal statement. 
Step 2 The grou;^ proceeds to search for ways to 
: boost attendance. The^se might include:" ^ 
r\ providing Ixanspottation, arranging for 
babysittdLng , potlucic meetingis , publicity. 



problem 
solving 
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over the reuilb, etc. To Identify alterna- 
tives, the grovc> might brainstorm ideas and 
then identi f y strengtjis and weaknesses of 
each proposed solution. Example: ! babysitting 
might be a good idea, but not possible because 
of the limited PAC budget. After the group 
has assessed strengths iind weaknesses, it can 
then prioritize the list of ^alternatives and 
pi^irthe top one or two approaches. In this / 
case ^e group may choose to luive both a pot*- 
luck and, plan some radio publicity. This 
step is over ^en thet group chposes one or 
more alternatives. 

the PAC has chosen to have a potluck 
meeting and arrange for radio publicity, 
th^ will need to moke plans for both these 
activities. This ds the WhO T What ,, and v 
When . Vbp will coordinate the ^tluck , * 
What will be on the menu and the agenda 

iuQd^ When does all of ^ this need to take 

' .. . ' ■ ' ■ ■ . f'* 
place? Who win, atrtoge for radio coveraige, 

■ '. ' * ■ , , ■ " 

What will be: announced (iscript) and When 

will it be announced? At this time it is 

also inq^rtant to determine how the PAC 

will; evaluate success. Will having an \ 

attendance increase of 50% be a success? 

80%? Or will the PAC determine success by 

not only attendance, but how many people 

■ • 

volunteer to help Title I? 
This is the step^ere the plans fot the 
rSdio axmouncementis- are made and carried oyf, ' 
and the potluck is given. . 
The PAC will need to get together again to 
determine the success of the two chosen 
aJ.tematives. Bad participants heard the 
announcement on the radio? Did people not 
only attend 'tiie potluck, but ^ express ah ^ 



interest In being involved with Title I? - 
Here too, the PAC can evaluate its effec* 
tlveness at making plans and carrying them 



Did those people vrito made coimril tments 



to either plan the radio annoimcsnents or 

prepare for the potludc* live ijgp to their 

.>■..'. ■ . ■ ■ 

agreements? Does, everyone feel that the 
work was worth the effort? How can the 
group work more effectively together? 
Problem solving is a cyclical profaess. After 
onet problem is solved , . the prbble^t•solving group 
may go on to identify additional ^mhlcms> It is 
by constant monitoring of a ^'oup.'s effectiveness ^ 
ttiat groiq)8 thrive. ' 

Leadership Functlohs 

Leaders are generally considered to be those 
persons who work well with the members of the group. 
The fxinction of the leader is to help members gain^ 
skills and have meaningful involvement, the 
following ^ve conqponents of leadership. You might 
use this as a discussion list ^en working with 
the PAC convfjner. 

Provide Leadership . People come to groups. 
Wth certain expectations. ;^Qne ^s^ctatibn is 
that sbmiMne Vlll be in charge azxd will start 
'^thihgs off . Therefore it is important for the 
leader to clarify with the group the goals and 
purpose of the meeting. : 

Identify Siaccesses . It is not bragging to 
con&ent^* occasionally on the successes tiie group ' 
. is Experiencing. Building morale is important 
' foa^ group functioning. 

^ Share Leadiership with Others. One .sign of 
a leader is hi^ or her ability to share leader^ 
ship. ^If the leader si^ports different members 
In assuming re^onsibility for tasks^ the group ' 
members will also assume more pwners}iip« 



Support Total Participation > Different people 
like to participate in different ways. The person 
vAio enjoys greeting people and helping people feel 
Included may xxol^ be a person who enjoys convening 
an entire meeting. If the role of greet er iis 
accorded the same ainount of legitimacy (or prestige) 
as the role , of convener , then people will have the 
opportisnity to do %diat they enjoy doing. The Trail 
Blazers win because they are a team! 

Leadership is a shared function. Each member 
of the PAC can have a leiaidership role, the following 
hudout describes specific role^ that PAC members 
may want to assume. 



TO USE WITH PAC. 



this material can be used for discussion with PAC members. 



^, . LEADERSHIP ROLES 

The Convener 

The convener makes arrangements for the meeting, presents the agenda 

conducts the meeting. This, person 'keeps the grpup on task and 
encourages participation. 

It is difficult to be both the convener and a major participant in 
discussions. As convener, you need to focus much of your att:ention , 
on group process. If you have a lot of ideas you want to present, 
questions to ask or issues to raise, you may wish to ask someone 
else ^to temporeurily act as convener. 

Participants in meetings shoui4.£eel that. the time they spent was « 
worthtAile. Although no one can guarant^jh £hat every meeting will 
be regarded as meaningful, the convener can take some steps to address 
people's concerns. This is done by asstsaing certain responsibilities 
before, during. and after a meeting. 

Secretary/Recorder 

The cp:oup*s recorder keeps track of what topics are covered and 

particularly what decisions^ are made. ^ 

' " . • ■'*'.-■.■ 

The.recorder should keep the following Ixiformation: 

• The name of the group ^ v 
e* Meeting place, date, time 

• Participants, convener 

• . The proposed agenda ^ 

• The decisions made and agreements for follow-up 
activities 

• A summary of the evaluation of the meeting 
Process Observer 

The rOle of the process observer is to watch and s^eport ttiis way the 
group operates. 

The observer does not participate in the discussion. He or she sits 
apart from the group in order to gain a more objective view of ^at iis 
happening within the group. When a discussion becomes hopelessly 
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Laadersklp Roles (continued) 



bogged, down or whenever the group ^members want to make ui3e of the 
observer, he or she may be called on to give feedback on what has 
:teken place. At the end of the meeting, the observer shares his or 
her . perceptions of the group * a process and behaviors wlth^ Its members. 

' ' . ' ' ■ • . ' . ■ . ■ ■ • •' ' ■ . ■ ■ 

Process observers look for, the following things: 

• ■ ' ' . ■ ' 

• Di^s the group keep to the agenda? 

• Doe^ the grotqp stazit on tline? End on time? 

• lis there balanotocparticlpatlbn? 

• What Is the ^notional atmosphere? 
e Is the group 4opendent pn one or two. people? 

• Do members help others communicate by paraphrasing or 
sumniailzlng? ■ ' '\ . - 

/• Oo members hoild on others' contributions? 

• Dp.^epl^lV ac^ ajod ask for clarification If 

■ ..• 'Vi^t^a^ : ^ 

• ' check for understanding? 

up with data ax^ reasons? 
" ^•f^•[^:\: Are. deci^lbns made^ HoW?';: ■ 

• • Does everyone have a chsuii^e; to get In on decision 

. " .making? ^ > 

The observer s^uld be prepared to give feedback in terms of behavior 
descrlptions~"Three memberd^jjjtere late meetlng"«*Tnot in evaluative 

terms— "Bill and Tom are xiiivSclion tlsie because they are disorganized 1 " 

Because this observer does 3:^1: Bitter into the discussion, rotate this 
role from meeting" to meetlx^^:^ ask a person outside the group to 
assxime this role.* j 

r 



I. cXarlfylng roles • 



Summary , For most' peoj^^tj^^^^a^j^g;'^^ paper , meetings are probably a 
common everyday occajprcttlqe.*^ ijji^ kfiep meetings interesting, on target 
and to build a base ';^d^ produc^ attention to pre-planning 

the meeting, imi4^ W /agexidaX 
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, Once roles are identified/ ^ou may want to 
work With the convener, the recorder or the 
process Observer to help them establish procedures 
for carrying out their toles. The following hand- 
outs can serve as models or guides for these 
roles. .. , . ^ • • • V 





TO USE WITH PAC ~ ^« " * diacuaalon paper. 

, HOW IJO CONDUCT SUCCESSFUL MEETINGS 

"Meetaigi! I kte 'em." 

^1 ux)iUdn^t mind thz meetuM muc/i icmz pzoplz didn^t 

aJtuayi do (Ul tkz ^ 

If these coBBBente souz^ familiar, the suggestions listed below ^xnay be 
helpful to you to bring your meetings oulb of the doldrums. 

^e three keys to a successfixl meeting include (1) pre-planning, (2) using 
an agenda and (3) clear roles of the people in the meeting. 

1. Pre«>plan the meeting. One of the most important ingredients of a 
good meeting is that people mutually understand the purpose of the 
meeting. Meetings will generally fall into one of these five 
categprles^^ ^ 

e' information sharing 
e decision msking 
e problem solving 
e skill building 
e bull/so^Qial session 

Many coiqplaints about meetings can be prevented If people know what they* re 
coming to do. If early in the meeting someone states the purpose, it can 
help others see the direction and goal of the meeting. 

2. . Use an agenda . An agenda is an effective tool for identifying issues 

to be covered in a meeting, checking progress throughout the meeting, 
keeping a record of what was done and insuring followup on each item 
discussed. Better meet^gs can be planned if people who wish to be 
on the agenda complete a form that identifies the topic they want to 
talk about. Below is a sasqple form. 

Meeting of i ' ■ : ■ ' ' • 

Meeting date: Convener: 
Submitted by: 

1. Brief description of the item: 

i * ■ 0' ■ ' ^ ■ 

2. Action required (check ones that ^pply) : ' , 

_to inform t o vent t o build skill 

to decide^ to discuss ' Other; 



Sample Agenda— -Building Form (continued) 

3f MateriaXe to bring to the meeting: 

Presenters 
5« Who else . should be present i 
6« Time required: 

• ■ i:. ' ^ ' ■ 

7. Any other informations 



If each participant sxabmits an agenda item on this form, the 
convener can use these forms to build; the meeting agenda. A 
sample agezida appears below. 



SAMPLE AGENDA 



f^oup Meetings^ 



Datei • ' ■ Convener: 



Iteni Presenter Action Item Follovup 



.TD..lJSEWmi^^ ./ ' 

^lis chftck :li8t; can be used by the co&vento and the process observer. 



!• BkFOBE THiB MEBTZMG 

■■• ■ . • ' ■ ■ - ■ 

■. . .« '\ '"" *' 

A. J^iitt^e £or adequate facilities 

■» ■ ■ " 1*.' ••" •• " 

B. Frepaare' a vtentative agenda 

• ■ • . . ■ '.i/ ■ ■ ■ 

C. Circulate th« agenda in advance 
II. DURING THE MEETING -v 

A. At tiie bf^inning of the meeting 

1. CaXl the meeting . td% birder at the desig 
^ nated.tline 

2. Be certain that tb^e is a recorder 

3. Be certain there is 'a process observer 

4. State the purpose of the meeting ^ 

' Be During the meeting 



Arrangement 
Coixplete (V } 
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1. Keep the group focused on its purpose 
and tasks 

2. Monitor the discussion so that everyone 
has a chance to fpeak 

3. Clarify and Hummarize whefi appropriate 
^4. Assist the group in usingf^\agreed upon 

procedures : 

5. Bring out all sides of an Issue 

6. : Mdve the group to%raLrd decisions 
7* Use knowledge and skiUa o^ group 

process and^ conmninication 

C. At the end of the meeting 

1. Make stare assignxaents and agreements are 
clea^: ■ " ^ 

2. Announce the date# time and place of the 
next meeting 

3e Identify the purpose of the next meeting 
and ax^ items that will be On that agenda 

4. Bear the report from the process observer 

5. Evaluate the meeting ^ r/ ■ 



Hi. AFTER THE MEETING ' ':v ' ' 

Ae Check with tlie recorder to be sure that the 
minutes are clear 

I ... .... 

. B. Hi>lD others carry out tt^fl flirilfflrni "f'l'* 
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BUILDING k TITLE I CAtENDAJR 

• • ♦ ,^ . ; , • ■ • / ■ 

Anpthar task for getting stiaurted Is building 
the Title I Calendar. Bach school wlil . need to 
x^xfeate^ a mlque calendar to meet specific neeWs,/ 
!The two calendars on the next two pages are frcza 
the Peurent Advisory Councils In Oregon > Where Do 
You Fit? 

The j.tem8 are listed according to school . 

eVents and.PAC eyentsV You will need^to wo^k with 

V. .' ■■' v-. • . _ ^ • • » ' '\. '■ ■ 

* the PAC In -ypur bwa school to set \4p definite dates; 

You inay^^lso fljvd that yp \d.th the 

■ r . v . ■ . ■ 

district administration to come to agreement on dates 
for the school events. 
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SUMMARY OF MAJOR EVENTS :tQR- PARTNERS IN A TITLE I PROGRAM^, 



Aug\i9tr ; r 
September 

October 



Novenbfir 

December 

January 
February . 

March 

/April . 
May 

June 



Role .of the School 



Carry out staff training 



Be^ln project.- Select studehts and infprm pai^i^its. 
Help PAC get started. ''». ')'...' 

Test studelhts.' * Plan students' programs. Tell 
regular staff about project plans. Give informa** 
tl6n^ and resources to PAC^. (Specific plans and ^ 
how-to ^suggestion*, come later.) o 

'* . ■ ■ . , ■ ' ' '•■ 

Orientation/training programs are conducted for . 
'the PAC. Judge how well students are doihg in 
.current project. ^ ;v 

Plan' activities /^uqing puents I vSenior citizens 
, and other community members^ as resourcesi ' ' 

Select -eligible school (s) for next year^v ^ 

Decide t^poi^ ma jbr student, needs for next yeeur's 
..pirogxram.^ ^ 

Choose project schools Plan projects for. the 
next ye2u:. : v - 

• ■ *i ■• 

. Continue planning for the coming yeeir. 

• ■ ■ . . ' *■ ' . 

Turn in. application.. ' Choose probable students for 
program.. Test btudents^in current program. Gather 
data on success or f&ilure of program. ' # 

Get .stat^ approval b]? next year'V .^PpiiCAtion." \ 
Turn in report to.$tate on curren^ project. Do ^ 
. ii^entosry of Title. I equipment ano^ materials j 

/ . ^ ' ' . ' ■ ' / 



<- 
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Prom i?ABENT.-ADVISORy CODNCILS. IN OREGON . / 
Title I/ ESEA, Oregon Dept. "of ;Ed. . 
942, LancMter Drive n7e. v Salem, Oregpri', 
Page' 14 .. . ; . , 



♦%-jf 



Role of the PAC*- 



;v Contact ih^lve peurents. 

. Continue making conta^pts • \ . 

Sponsor get-together for ^ar^rita.rf'^ 
^ .' Work" wiA 3taf f ■ to te ll parents about ' 
the prgSrabni. Nominate and select 
PA^'meinbers. *' . .. • 



^Plan meetings^* as 'palrents desire~ ^ 
possibly with^.health, police , 2|n4 , 
educatiph. leaders. Hold, workishbps. 



August -r* 
S^{:einber 
October 



Npvember 



.d:; .... 



1 ^ : 

f'' - 

9 



." Plan on-site visits.. Check on , " i 
. ;, progress of school* s program.: 

■ Cd^llebt jjifonnation on needs in 
. target school (s) . f-'.'V ^ 

Help develop statement to staff or 
board on next year's needs... . 

GjLve suggestions for project 

schoo^ fluid plans . ' ^ o \ 

: Review .and j udge Title I applicaC- 
:ion^/ and "program budget . . 

Go. ovet prpgratm data^ eihd/yfeflur-end^^^^ 
report ^whep avaLilAble);; ^ -"c^ 
with program reports f^^^r^o yeaurs.> 



: Judge PAC p$rformeuice. -\ Be^ plans 
early for f all progjram. ; . . i^-: 



December/-; 

.• / ' ■ ' ■ ^' 
J^t^ary 

. F^niar^ 

March 

\pril 



^ :^May 



Juhei 



*The role ibf^ the PAC , continues . all^y^ this timetaB]^ 

may vary slightly. * 



Ibid. , page 15 
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^ Thm npst iiDpbrtant thing .to remem^/^'^ixi 
buU^g ''a PitC calc&lda^ to ixnrbive the PAC 
lOflm^^ in detenninirig to You can share 

ti^,jyo\xr expectations— "We need -to select 
Vljp menberii by^thii endVof Noven)^, axvi we. need 
to ihvolve PAC members in the needs asisessment 
by laie end pf February".~ahd work* with thm^ 



t 



In this secfti^rVj we |haye ^covered many tppics 
thit togelier go..int6 starting work with a PAC. 
We- nave disjciissed^p^ and recruiteent . ' ; 

We have presefitedv some alteniative ways'tb 
select PAC members- and ea^lored the pros >and 
cons of eacAi:^^roe^ch. We have also ^camined , 
the processed and prbced tha^eed attention 
i£ the PAC or any other group # for that maltter>^ . 
is' to function. well: meeting needs' pf individual 
mcDDbers; represe^xtatlon? .communiciatlons; deplsion 
najcing; problem solving ; and leadership . Fin«illy , 

h^e inclivied a sastple timeline and calendar. 
We hope that ;this. material is useful to you in* . 
starting up your* PAC. We also hope that some of 
tte. materiaLL helps you witit' work;id.th other 
groups~PTA groups # citizen advisory^ groups |md 
staff group^s. ■ " ^ti^^- 

Material in the next section is focused on 

developing some, procedures that enable PAC mem*- ^ 

'■ ' ■ ■ ■ " ■ " ■ ■ ■ I!* > 

pexs and other parentSf to visit the school, 

observe Title 1/ classes and feel comfortable in 

.the school environment. 



>?^.afe 




ir 3 ^ yislting'tW School & 
^ ^ Monitoring Programs 



^ < 0* ;. ^ One o£ mmijnum Title I requirements is 



for ItAC faenbers tc ybeccfnie jEaiiiiliar with the current 
fJE^09raII^^^u^^ One of the most effective vay^ 



... -^z 
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for this to«ftake plac^^s^for parents to visit the ^ X 
Title I programs 1 tighhe school and observe how tiie 

* : " V^pros^ * ^ 
^ Here arcr several iWiys tl^t a PAC .person can ^ 



mpzi4.t;pr the Title X program: v ' . 
I PAC MflB^Ders Can: 
m. viflj - t a Tl^e I class ^ * 

• J TaOk to o:fcher Title parents who are not 

^ " on the PAC to tell <them about the program <s) 
. and' solicit the parentis perceptioxS 

• Ta^ with Titlei I teachers to discover 
^ ^ - the strengths and wealoiess^s the 

— current. Pfoga^ ; • ■; 

Keports of « these activities can.be considered 
data that can be repiDrted* tp^bhe loczd. PAC and the 
distiric t coordinator # the school' pr izicipal :.^md > 
-^i4;4^il^sta£j^^so^^^^ iiixprovem(^ts or changes in 



• the program can ie -made i- \->;^ig^ 

* .Why Aren^t Parent Visits Always Effective? 

Most principals say *they would' welcome parent^^; ' ; - . ^ 

"^involvement in monitoring; however r few plurents « 

■■ • • ; . - .. ■ ' : , . ■ . :B 

« actually come into'thcj school to. obsierve. The ' ^ ^' 

'sittaatibn is under stanic^le. ' From the principal. 's ~. ^ ' 

;*point of view the.yisi1ib are time consuming # . * 

^. p'SJlexlifcially disru|>tive or v - v 

otit<?fam6s visitiB not ilear. * ' ' 



Froa the Title I teacher 'is point of view ^ 
parent monitoring can be a nuisance. Classroom 
instruction -is interrupted ^dien strangers come into 
the classroom, and a child will behave, differently 
when mem or dad is in the classroom than at other 
times. For the teacher # too, the visits are time 
consuming. Hhen the teacher ^.asks parent opinions 
aboujk Title I programs, the r^ponse is often, 
"I don't Icziow. Yqu are the expert. You know^more 
about teaching thai. J dQ.*^ V ^ 

Frcn a third point of view there is tbe 
Title I Parent. Frequently^ the parent is uncbmr 
f ortable in the school, Perhaps he/she didn't do 
well in school, 2is a child.>; The school can be a ' 
foreign and formidable place. Offices may be 
difficult to find. Transportation to and from, the 
school can pose a problem. The school can be seen 
as filled wi^ "educated" people who have judged 
.that the parent's child is failing, iind educators 
talk ftumy! The f oUowing clippl^ from Erma ^ 
Bcmbeck is humorous, but is also all too familiar 
tb parents and other lay people dealing with 
educators. > 



THE SUNDAY OReQONIAN. JANUARY IS. 1978 . 

At Wit's End: Facilitators 
learn best in Edueationese 



ByERMABOMBECX 

I stopped yplunteering 
Id my cbUdren's ikbooi 
when I wtsy^vlng t 
reading smi^dpinpfdien^ 
sion test one to t 
• gxpnp of'Ttb^gnden and 
^ discovered I was reacBng 
on a 9th-grad4 leveL 

Not oiiiy that, bat one 
of thein came to m later 
and advised, ^e were 
Uke you before oar. tdtth-, 
er i»riidptted' in as in- 
service training program 
in papil diagnoaia and 
prescriptioa and meaa* 
08 on t set of eriter- 
ion*referenced testa cov* 
ering 4i|^erim> perform- 
ance^j«ttlveg.'' 

Somehow between 
Spot c)iasing thoae kniay 

Icka aO day and Show 
tfid Tell, edacatlon lost 



/ Sp< 
VjUc 



I now go to paient^^ 
teacher conferences only 
for the bridge mix and 
tho pandt toteU yon the 
tjnttht' I can nbarely re^ 
member when objectives r^-' 
weren't bade to bastes^ : 
claasea '•atractared,'^* ^ 
teachers b teains and In-* 
teractlon didn't sound 
dirty- 



Educators have become^ 
so piofldent at speaUng 
Educatlonese that I find 
myself having to. trans- 
late for my son's teacher^ 
' «*Hdlo, BOSS S|wyerr 
Lsaid the other night 
TmWeslqr'smothflr.'* 
, She frowned. 'Th« 
home anthority figure?" 

**0f courscu" 

TIessihaveaseat'* 

1 see tqr Wesley's re- 
port card that he's been 
goofing off while you're 
out of the room.'* 

She was straining to 
comprehend. '*Translar 
tton: Rodents In the 
absence of their feline ad- 
versaries are prone* to di- 
vert themsdves.'* 

*'Anr«k^lIent analo- 
gy-^ 

«. ■ 

''At boine^ we dther 
ihreaten him by turning 
off laveme and' Shirley' 
or^ In^a rqi. Trans- 
lation: Motlyite him 
through fear or eUminate 
an eliectronic visual cook 
pieteiy.'* « 



She nodded. 

*Terhapa it would be 
less sweat If we could 
wor^ together." Miss 
Sawyef winced. "Or to 
put it another way, a 
combination of the facili- 
tator and the fadUtatee 
feeding into the lieaming 
program that Is designed 
to enhance the concept of 
the learning program 
with a mlpimam of per- 
spirationr 

She smiled. "Articula- 
tion between the non- 
academic community and 
the poetsecondary vtrorld 
Is one of the dassic un- 
solved education prob- 
lema which we seem to 
haveaUeviated." 

I'm not sure; but I 
thmk Miss Sawyer Just 
sdd she favors Urth con- 
trol 



PItOCEDUBES FOR INVOLVING PABEMTS IN SCHOOL 

visiaariONs V 

This material is intaxided tib describe a way 
in i^ch the pribcipal can Work witii the Title I 
PAC to design azid carry out a Title I parent 
visitation program. 

The Problem: According to state guideliiies, 
;tfU0 of the four major PAC tasks are to: (1) xeview 
^ the needs assessment axid make' recommendations ^about 
fature Title 1 programs, and (2) review the Title I 
application for next year. , (The other two l^uks ^ » 
^are to review the past year's Title I leicccoqpllsh- 
ments and ^come familiar. with this year's program, 
and to osrganiase the PAC and tell -new members about 
the PAC and Title I.) 

As has been repeatedly pointed out., one of the 
biggest pzrobiems with Title I is that it is so dam 
hard to get people interested^ in serving on the PAC~ 
at all!j A Title I prisicipal reading this material 
might ask, "How am I going i» get a"* nonexistent PAC 
to design and carry out a Title i visitation program?" 
The next question is, "How can the PAC carry out the 
tasks of reviewing ^and making recommendations about 
the needs assessment of next year's application if 
they've not been involved in observing the school 
prpgraas?" ' ' ' ' ' 

So we're ^ack to the old problem, "How to get 
the Title I parent involved?" / , 

» Alternatives : Various alternatives have been 
explored, including conducting an open house, meetings 
that Include a lunch or dizmer, il^viting parents to 
programs that feattire their, children, building the 
skill of members to' participate effectively, and 
so on. ' ^ ^ 

These materials are about another ailtemative: 
a Title I parent visitation/observation program. 
^. We . believe that such a program could greatly assist 
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the Title X principal in promoting an active , 
growing # functioning PAC« ' It builds and expands the 
knowledge of Title I parents to 'participate effectively 
in the major tasks, reviewing needs assessment and the 
Title I ^plication. 

Some of the materials may appear overly simple. 
Others may seem, to deal only indirectly with the 
problem of program monitoring. It is our belief that 
in working with Title I parents, typically the edu- 
cationally and economically disadvantaged, it is 
necessary, to start with the basics. That is, you 
need to 'get the parents into the school and involved 

in a meatftngfuDway. 

" — ■■ - \J^^ 

iPtm following materials present guidelines 

ax£^H^8^lgge^t^on^^^^^^^^ ways to develop a Parent ^isi*^ 

ta|;ion Pt<^ this can 

become a PJ^ projetft mt^j^^ axid assistance 

from; the principal, but with primary responsibility 

falling to the PAC members. One PAC member is all 

you need to begin to^ ude this material. 

A caution about using the material. At several 

points, the parents are eacpected to interact with 

teachers. The PAC members working on this project 

should be aware of the advantages of working 

collabora^vely with the teachers who will be 

involved in the pjpbject. Encoursige both your staff 

and the parents to work to establish a give-and-take 

approach. ■ - ' ■ . * ■ 



Developing a Peurent Vl8ltartj!otty g^c>gy^ 
Items 1 through 8 belowi otiliiifi^ 



of activity for planning and' 
Visitation Program. The column ibnrtt^i^ 
flee resources that are a pa^v;o£>i^x4^^^ 
materials. The resources arV;ii^6jfl^ 
starting point, modified an(^z^ 
f it tiie unique needs of PiUCi j^lionil^ 

- ;;^y/ :'f>'^l:;/^^ in this packet to vAssist 

SEQUENCE C3P ACTiy^in^ V -V i'^^ OCT THE ACTIVITY 



■1 



f ■ if 



1. PAC planning meci^ivii^:^; ^* ; ; ^ J JL J \ Purposes and Value Involving 

' ■:^:;-t'^i^rr^::r:^y Parents in- Observation Visits' 

2. Deciding about fiu^ap^^fl^t^; ;'^ Why Visit in- Teams : 

' * V'^i'-^^'V- -•'•7/: '/^■'* V" • . ■•' . 

3. Selecting a tlmaV v''/ ^ ' . ''3. ^ SeleK^'ing a Tinie for the -Team 



^ Visits 



" 4. Deciliing actlyltiilsyidr; - 



t)ie: Visit* , 



■'■:•(■■ 



,5.: *:P^axixLU*g-'the7:^^^^ 



:4. .^Act^i1J.es fpfc visits , 

•'pux;^*!?.' ..... 



,6: Kaklng. th^ m^^^^^^ 
,7.' *a3i€| parent's Visit' V ' ' 



5. Phoning; P^«^ ^ 
■ . r cover -ill, ^^11^ '■ tppl^^k^ ; \- . 

6. The Masteiii^ill^^ 

7 . Guldellnes;:*M?^^^ ,. ■ 
Qbservatioiv-fJ^r^^ 

■ Suggestions . 'idr'-p^ 
Program '(SbSBxy^e^ 



Glossary 



Observation Instrum^ll^^^^ 

Evaluation of 'the 
Visit ^ , 



9, . Rep<3actlng' .tik^^.data 



Sample Outline f qr iar'cS^t 



8. :^ Using the Infojnnation \''^:-^^^.^^'i^r^ 



5/V S' 

s . \ 



'■V}.. -irr-^ 
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Pxirposes and Value of Involving Parents In 
Observation Visits ! 

• ^ ' '• , ' . ' ' " - 

It is useifttl ^en planning any activity to 

£pcus on the purpose (s) of the activity. We have 

generated several reasons fbr involving parents, in 

observation visits. We have clustered them according 

"to reasons for parents to vailue this , reasons for 

students to benefit, reasons f or the PAC to be 

involved and reasons why the school staff might v : , 

I • . 

value visits: 
Parents : 

1. BecdiM^asdpL^^ and comfortable in the school ; 

2. ^kVe to see their childry. in 
the school environment ' ^ 



ome involved with their childrto's education 




\% Title I teachiers, administrators and 
staff ' ' 

. 5. ; Get; t^^^^^ other parents of Title^ I students 

'6. rY<ea» abb^ current Title program r 

7. L^arn "sbn^ of of the school 

8. Become better prepared to participate in 
reviewing needs assessment data and Title I 
application 

Students : 

1. Show of f their school 

2 . Demonstrate reading^ /writing , math and other 

'sicills- • ■ . . .vi';;^:. 

3 . Display their work / ' ■ 

4. Show off their parents 

5. Introduce thiiir tea^^^a^ and friends 

The PAC (even a one- or two-person PAC) : J 

1. Organizclk a meaningf ^ and worth^diile PAC 
^ activity 

2. Builds ownership of the Visitation ProgriBua 

3. Builds interest dnd su^ort for the activities 
of the PAC 

4. Introduces Title I parents to others 

5^ Collects information to use in^ reviewing the 
needs assessment and evaluating next year's 
application 



Title I Staff (adminlstratoirs, coordinators, etc*} : 

!• Gains actiye, meaningful parent iznrolvement 

i. Shares iiifoxmation about the school and 
Title I program ^ 

* 3. Halces parents feel comfortable and welcome 
in the school . . 

4« Builds momentian for easy reczij^t&ent. for ' 
next year's 'PAC / 

5« ;&i^oves school'^oimiiuxiity relations 

Visiting in Teams * 

The^goal of the Parent Visitation Program is 
to have every Title I parent visit the school. If 
at all possible^ every Title I parent should he 
involved in the Parent Visitation Prcigr^oB^ : , ;>: 

chance of;i:eaching this; goal ;is^increas<ii^^j^^^ 
parent visits are planned for'^^oups of peopl^ft';^;;^;;^;^^^ 
rathef ^than single individuals.^ ' / 

Worn a parent's point ^f view r the advu 
of having team visits are that parents can oome ^ 
with their friexids and build new acquaintances 
among other people like themselves;^ People talk ^' 
more freely^ and comfortably with ^thers th^y per-* ^ ' 
cteiye -^to 'bei liJce themselves.' -Visiting iik^^^^^^^ can ' 
build the individual's sense of inclusidt^!ia»^;^ 

By having several people vi^it at thii^ smisi tlitme,/ 
you increase the chance for commpn needs and solxitioxxs * 
to common problems to be identified. Transpo^ation 
is easier to aunrange if you plan for team visits. 

From a principed's point of view, th4 advan*- 
tages of team visits incluiiii the fact that it will 
take less time. Also, by increasing the number of 
eyes and ears in a team visit, you increase the 
number of points of view that get reported about 
the effectiveness of the Title I program. More data 
gives better grounds for decision making. By «' ~ 
including a number of people in the observation, 
you build a spirit and momentum that can be used 
when setting up next yeeur's PAC. ^ 



^4 



: ' Finally # vAien people visit in a tea^ and have 
an qpportunity for inf ozi&al coinniunicat^6flL# perception # 
coiqprohezision and memory seem to increase* Besides, 
it ^s just more fun! 

^ ^msider the fblloidjig criteria when identifying 
the teams of parents to come together to visit the . 
school. ■ - ■ 

V e Parents whose childCren are in the same class : 

e People who JJ-ve in this same zirea and can arrange 
transportation together 

e People who- already know each other 

e. A mix of a few outgoing people with a few 
'Shy dieS' 

e Mix people who are already f smiliar >d.th t^ 
^school with others who hanre seld^ 
beeii;^: the school 

Selecting a Time for the Team Visits 

When the PAC considers the time to schedule the 
parent visits, they should ask themselves these^ 
(jpxestions: 

1. What are the options? « 

^ a. All parents visit in a few days 

b. Conduct the visits in one or two weeks 
c* 1 fiave a f ew people visit every week 

d. Visits oxs^Y In the moiming 

e. Visits only in the afternoon 

2. What are the advantages/disadvantages of 
each optionH^^ 

3. Whatsis the PAC planning team's first and 
second choice? 

4. Present the preferred time to the principal 
and Title I teachers whose Classrooms would 
be visited. Negotiate a time schedule that 
best fits everyone's needs*. ' 



Planning a Schadole > 

b« used as \a gdLda bs^. £dr struelnQriAg , 
visitations* * We lutys indicatsd not onl:f the 
tliue and tbs placsr Init tbi poqpose of the 
activity and resources you^ night consideig. ^ 
having on hand. 
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TO 'U.SE WITH .PAC 



A 



SMCPLE 9ABB1T VISIT AGEUDA 



TIME • 


TtACE 


\3 

pintposc 

0 


OSSrOL RES0C7BCES . ^ 


XO-20 min. 


t. 

?rlaclpaX or 
Titi« I 
coot4|Laator's 
ofiif 
ji 


1. TO rflivisw plans for tha 

viait 

2. TO pi^k up aatarlala 

3. TO raviav obaazvar 

f guidallnaa 

4. hnmmx qcuaationa 


r. Tlaa 

2. Coff aa 

3. Maps of tha school 

4. Kaasa of tsaeharp and 

othar significant 
staff ^ 

5. Obaarvar guidallnaa 
6* Obaarvatioa ^ 

^latrmant ^ ' - 
7. Gloaaary of tsras 


15-30 nlA. 


playground, 
Ufarary# 

tMchtrs' .lounge 
spcelAl f4eiUt^r 
elAMTOoms 


1. TO bacooa faafliar with 

tha school 
^. TO laamt about achool 

raaourcaa 
3. To build a faaling of ' 

iaportanca* inclusion > 




20*60 miA. 

If 


Titl« I 
elMsrocn 


1. TO obaarvajTitla I 

prograft 

2. TO obaarva own ehildran. ... 

in school 
3« To aaat taachars and 
. othar studanta 

4. TO raviaw Titla I 

aatariala 

5. TO coUaet data to avalu- 
' ata Titla i prograa . 


1''^ Obsar^ratioa . 
^ instruBsnt 

0 ■ 


15-30 aia. 


Principal or 
Tltl* 1 
coordiMtor's 
office 


1. To talk.afaout tha 

obsaxva.tions oada 
during tha visit 

2. TO raturn data forms 
3* TO craata a failing of 

. loportanea, valuing, 
appraciating parani^ 
\ invblvaoMnt 


1. Comfortahla 

eonvarsation 
ipaca . 

2. Rafrashnants 
3* Evaluatioiv of 

parant school 
yisit^ ' 

>;■,■■ 



isum parant tinat 1 hour 
ksxiaua parant tinai 2 hours, 20 ninutas 

NinisRais principal tiaat 1/2 hour ; 
Maxina principal tiaat 1 hour 

^I^dieatas a saapla la includad in ehia paekat of aatarials 



^ ^lainhixig the la^idtuBL^ - 

^^^^^.1^^^ thaV bev extended 

^; ti»lii^ iia persoiiv -^W^ oaterlal Is ; often 

:i^fiioted cMxry. the same nessage 

of ijiterest axid cpxix^ ^^^^ ^ personal phone call 

. / Etta are;; three alternatives gl^^T^Alff»^ng -nha 
phoibie- ijx^ritatioM ' 

\p PAC ^j^U^^ meiDbers get a list of- names 
land phoioe xC\xBb «g j p^^^ai Title I paruits/ divide up 
the. list axld plj^ - 
■_i \ 2, yPAC planning members select three or four 

,-Til:le pare^ willlng to help with « 

pliioiM^f • > or f bur pc^ople to be ' 

N ?hos^r f |» visitation. The perison who 

phpner be at the"^ school to 

9:iMtt tbm v^en they aofoe to visit*. 

- 3^ Ti^ triiie. If your ]^AC plazuiing team 

ist very small, have eadh one of them call enough 
pmple^t^^^^^ team. After conducting 

.the pareat vijBit^^ or two of the team members 

: to biec f qr the -next round of visits . Repeat 

the 'p;!r^e^ I parents have visited 

• the;^sph)p6liV/ ■ >^^^ 

The;chaft^beldvr ident^ the items to cover ^ 
^in the, pb^e call an^! giv^es a sample^on^|grsation r ^ 
tb use with ]cids or parents who feel pa^^cularly 
uneasy abput telephoning a stranger. 
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Items to Cover 



1. Identify yoTirself 



PHONING PABENTS 



2. Reason for the call 



3. Reaso^ why your visit is 
Is^rtant 



4. Date and time 



5*. Alternative date and tima^r 
if needed ' ' 

6. Transportation 
Parking 

jPront ^trance 
■ or place to meet 

7. Summary' 



SajDt^le ConTfersation 



Hello, my name^is^ 



I am also a, 



pa^jBnt witph a child in • (name of school) . 
I*% a mepi]3er of a group ceLLled the Parent 
Advisory. Council or PAC for short. (At 
tljls point you can explain briefly whaif « 
a PAC is.). 

The Parent Advisory Council and 
(principal) the principal^ , would like « 
to invite you to come axid visit (son or 
daughter's name) 's school. 

(Student "s name) is in a special (name of 



program) program and we would like you. to 
be able to visit the pirogram and let us 
know how you feel about it. The visit 
would takei about Xfill in time). ^ 

I hope you could come to school on 
(day of the week) at (time) to meet me, 
and (the principal or coordinator) , tour 
the. School building and visi^ (student) \ g 
(Title I program) class. 

Could you make it then? 



Do you need transportation? 



O.K. then, (parent's name) , 1*11 plan 
to meet you on (date and time) when you 
come to visit the school. I'm very, 
happy you can come.i 'Bye. 



. .lib'. ; 



You xnay want to make a* 8aaster^|>ran for , 
pareiSt vtAits/ Include this . iixforxnation lidted 



bate: ■ 

Hoetv'flbstess :^ * ' 

student Host pr Hia^stess: 



Tljoe of* Visit. 



Names of Visitin^^. 
4: Parents 



Phond 

^^isslber 



Names of 
VChildren 

. ' ^ ■ -'in 



Needs Trails-' 



rtation 



Who is responsible for transportation? 
Wiq is re^qponsible for child care? 



d4 



Schedulp of Activities ■ : - 
Tlitfe : Place 



Person in Charge 



^eid Thi^Person 
Been "Coxisulted 
About tshe Visitr 



-1$ 
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■r. / Guidelinea „gbr Tlt§fe I Program Observation 

^ ^ ' ' ^irii^^somq of the parents visiting the 3chool 

' • . i ^ ^ i*Ly be tiM the first time and be unfifiuailiax 

a> . ^ '*edug«idi3lieser"^ would be helpful if the 

^3grincipa3\^ Si;t:li^ I coortilinator could provide ^, 
itbrs wi^iia brief sunai&ary of Title I ^program 



azid ipEe suggestions for whkt to look for, when they 
vi||.-^ jand observe, the clafs*\ A one-page Ifendout ^ 
night iSclude : ; ^ > 



* Instructor's name 

- . 3> cNaaes of assistant* ' 



1« Title of the cl^tss 



4? ' 



'^^i^ »• 4. Purpose^^of the class 

j^. ^ < . . 5^ Teaching strategies being used ^ 

* • * • 6, Special equipment ?^ 

i'-^^ -o ■/■ V ■ ■• strengths -of the -claw ■ ^ ■ 

^ ■■'^ ■ ^ \-/ . v^!^;'Potentiea troubief^-spo^ , ^ . • " 

' ■ ■■■ ■ * \ 9;;j*S5ecial'^cabfilar^ .> <'.. , ■■ ^ " 

>< ' . 10 > this clangs relates t^^ 

\ ^' 0 .,. gatiered in^laist yearjs needs assessijient.^ , 

H yi / , ' ^^ - (Ea^ n^bds assesro^ in ^ 

^ ^ 6^^^:^ €^ ai^:itti4erstai«^ie/^ sunnnary form^) 

* 'V ■■ ' ^Iw^Things: 1:p/l^^ ■ , ■ .^o;^ 



^ i2,; :S\igf8stions. for a successful- vi|fit\fi3ee . ^ 



sa]apl# fo^^wing page) 



■ # 
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SUGGESTIONS F9R TITLE I PBOGBAM OBSERVEBS {PAP£NTS)_ 

The following tlps\^e Intended to make your visit at the school 
pleeisant and prod\ictive. We hope you'll feel comfortable and enjoy 

your visit. - ' .-.^ ^ 

■• • '::>V-\ -:: - ■ ■■■■ A ■ ■■ i 

1. ' Be friendly . School steiff ar^ glad you've taken the time > 

to cdoie and visil;^ the school.. They'll welcomia you. 



2. Ask questions 1>> Don't be ed^raid^^o ask about people, siaterieUL 
or activities you don't understand. 'We may not always know : 

^ the answers to 2|^bur questions, ^and we 'IP do our best to ^ 
< explain what we know. ^ ^ ' 

3. - Ask# "What do you mean?" Sometimes we use jargon and/forget 

that others h&ve lio ws^of J£nowi^g what^ sdme of the ywords or 
. abbrevdLat^ions mean. Stop us when wc^sllp into technicsil 



talk. Say# "Wait a minute. What do you mean?^ 

4. Stay on sch edule . If you're expected at a certain time, 

* , . ^ .V ■ - ■• c'* ■ /. ■ ^ .-^ 

be there'.' if you'll be late, let the people eacpecting yota, 

. V. • ^ . ^ . ■ ^ .. ■ 

. . ^kxw5W. ^ ' ^ ' 

^ 5. ' En j oy > yourself . The school belongs", in part,. to you. -Enjoy' 



.^ J - • your stay while you're ^erft. We ^encourage siiiles and good 



will. Have a good time andsL pass it along^ 



TO USE WITH PAC 



A 



^ ^, ■ SCHOOL VISITATION OBSERVATION INSTRUMENT 

Furgose. . ..' Two purposes of thls^qaest lonna ire are: (1) to get Title I 
parents' observationis about their children's classroom axvi (2J -to 
establish two-way .communication between Title I parents and the school. 

D ■ ■ • 

Use. The ^Information will be tallied by the PAC> summarized and 

given to the principal, Title I coordinator an'd classroom teachers. It 
will be report^ed at the iPAC meeting. Some of the information may be 
used t^ plan next yeeur's needs eissessment or to evsiluate the Title I 

application. . 

^^^^ . 

fllredtjons . The following statements are to help you describe the Title I 
classroom you visit. Mark the statementf^ to describe >diat you see or feel. 
Read each statement, carefully. If it describes what you see/ draw a 
circle around it. If it 4oes not describe what you see, cross it out. 
If you are not sure, j^t peiss it up and go on to the next statement. 



Teeicher 
Grade 



Date 



Room 



1. 
2. 
3. 
4. 
5. 
6. 



The room Is pl^easant. 

Student work is dispjAyed. ' 

There is a feeling pf order. : 6 | ' 

Chairs are^^lzed for the'ccmfort of the student. 1 
jhtlng is go6d. 



The .temperature is comfortable « 



OBSEBVAXIC^ INSTRUMENT (continued) 



Materials 

7« There aze extra books around the room. 

8. There are Interesting displays, ; such as fish tank, rock 
collection, pictures, etc. % 

9. There are enough niaterlals for all students. 

Students . ■ 

. — [ I . -c . ■ ^ ^ * 

10. ^ child seens to enjoy the activity I observe. 

11« My child participates. 

12. My chUd se^ms to understand directions given. 

^ 13. Rules are clear. (To sie) 

14. Students seem to do what they are expected po do. 

, 15. Students seem to llke^thls class. 

. 16. Students work alone. * 

17. Students work In small groups. . 



Myself . - 

18. I think I, would Uka to be in this class. 

: ' p .. . . ' 

19. 1 feel welqpme during class visit. . 



Comments { 
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TO USE WITH PAC 



EVALOjyrioN OP "the pakeot scHOoli visit 



1. How do you f eel/aJsout yeviJir visit today? 



. . |., J ......... 



Very 

Disappointed y 



. Very." 
Pleased 



2. How muiph did yoi^ learn from your yisit:?^ |, 

Very 
Little 



3 . miat did ' you like bes^? 




Using the Inf oxaaatibn 



< : ^The re^rt shptad b^^ Int^estlng. 
. The PAC shou24 be respbx^i^^^ th^ 

report vj.th MslstajAce/.^^^^ princl** . 

-■pal -or 'Title 'i-cooirdlMtor^ 

.pnce^ all' the/paren^ 
;:^^.^c»n data (info^^ 

>: ;t|i^'b})^ sheets emd paroit conversatdoxis} 




■4 



\i« ;ci$nil>lle a report 




■ ^•'^•4^i'" ' '• i \ •'' "ij" i- '"^^ '', ... i , - ' ■;■ ,'• . ■ 



■ ) . » ' 



vV 



3.^ ^ iS^ of th^ prtje<rt::>dt^ dtt^t^fct 

■:3^/'^Vnf(li pM iJofofiMiS^n as a basis fdr^detet- 



6f;i:,^j|i:e^ tfe;eitpwent$^ib^ up-tb^^:^ 




•'?i#^'"/-T"'^^^^^^^ -ste^a ipf ^the -: 



in Title I activities • : f 



Patent Visitation Progr* 
project >o thi^' 
int '^put ^the ^ '^^W^': > 




O^tr^gtii^^ ai^ we^akne ofr^ the ]^oject» make - [ 



be»efii: vttf ; cj^^ a^eport is that it helj 
\ ' ; <: '<P6c®lfe :^c^^ A^air ^accomplistaferitp and it 



e. *A 



0f' 
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TO USE WITH PAC 



SAMPLE OOTLINE FOR PABEIH! BEPOKT 



When preparing a report. It Is a good idea to use ai^ outldLne to 
come to agreement about the content of the report. Below Is a suggested 
outline for a parent visitation report^ 



!• Who tha r«porr is to 

2. tOiat thm rtport Is about 

a. Thm pozpoM ot tbm 
reports 

- to ^^^f*^ 

~ to daci4la 

- to probl«f«oXv« 

- to auJcft rsco* 



b* K dMcxiption ot thm 
task 



o. PXOC«dlUPU OMd 

tp carry oat tha task 
aad. data eoBplatad 



d« «-tba rasolta 



a. Smmrnxf ot 
data' ' 



'^f* '|ta cci Ma rrt « t1 g nu 



SfmiX REFOBS 

TOt Principal aad school staff 

FBOKs Titla Z PAC 

RSt Titla Z Paraat visits 

Tha purpoaa of this raport is to inform 
tha prixicipal aad school staff about 
Titla Z visits uid to prasant 
racGBBasdations* > 

r 



Dascription of t^ task:^ To plan and carry 
oat a Titl^ Z Parant Visit Prograa as pArt 
of aonitoring tha school progran* ^ 

P r ocad d rast 

1. wt vith principal to plan parant 
risits, *2/U 

Plannad visitiing schadnla , 2/13 \^ 
Pfasantad plan to taacharst oodifiadl^ 
aecaptad, 3/20-22 
lavitad parants, 2/23 
Coaduetad irisits« 1st aad 2sd waak 
in March , 

Collaetad and siamarizad data fron 
Qbsarvatioa InstrosMnt, 3/12 
Prasahtad data to PAC« 3/1^ 
Ma4a racnmhanrlsf 1 on« Ustad baiow« 

3/15 



2,. 
3. 

4. 
S. 

6. 

7. 

a. 



Basultst 3 PAC plaanars (Martha Sill, JasMS 
Smith, Hilda Jonas). 25 Titla Z parants 
schadttlad for visits. 22 invitad by Phonai 
3 onabla to raach. 14 parants participatad 
^in Parant visit. 12' eao^latad Olpsarvation . 
Znstmant. 

Dmtik SQsnaryi . 

(fill in'.frtia Obsarvation Xnatsmant) 



•••3.. . 

4; (atc.> 



StJMMARSf . 

The previous material on visiting the 
school was designed to give you^ some han4s*on 
material to use with the PAC to make monitoring 
the Titl6 I program more meaningful. She 
material fdllowed a sequence similar to the 

problem-solving seg:uence« / 

>''' ■ . , . ' . . ■ 

Identifying the Prc&lem t the need for more 

. parents to visit ' the school ^ 
Searching for Alternatives : teaming for 

visits; a planned agenda r etc. 
Planning : planning sheets for the visi*- 

tation agenda 
Carrying Out the Plieins : this occurs when 

the parent visits the school 
Assessing the Resxalts : feedback forms , 

evaluation instruments? parent 
• "-report' ^'r '. 

^He hbpe this material will be tiseful ^ v 
to you a2id serve as a guideline . for making 
school visits more useful to: you, your • 
staff and parents. 



: • « ■ ■ . • • • 

SECTION54 - Needs Assessment 



Planning and carrying^ out a needs assiessinent 
Is the 'first •step'' in most systanatic prpBlem* 
solving processes # To aidequately assess neci^s it * v. 
Is la^ortant to Includei those people In the ne<f^|^|^ 
usessaient who Will beziefit from any solutions - 
that are chosen as a t'^^iilt of the needs assessment'. 
For this reasozv we advocate having parents involved 

in developing and carrying out part of the Title I 

' ■ ' , ••.■•.»■- 
needs assessment w , 

Therefore in this section we will, outline a 

sequence of steps of a needs assessment^ euid / 

present seme guidelines fcjo: preparing instnmients 

that you may want to ^e with the PAC. 



STEPS OF A PAC needs; 

The fdliowing eleyen planning steps can be . 
coxisidered for preparing^ PAC volunteers who are 
interested < in designing and ^ conducting a needs 
asseslsmant* : You may review the list 

with the PAC chairjpersoh 

1. PAC memtsers depi4^ togethiar w they want 
to know. Do they have a list of a few; 
(3-6) priority items of their own that they 
' want to check with t^ cninmn.iTii ty? 

;2.: PAC membra dons aM decide if they want 
* identical information from the parentis and 
from the students 6^ they want somewhat ^ 
different: information. helps to clarify , 
purposes by ask^ 
wo\ild be used. . • . 



3. The PAC Identifies the aklnd of instruments 
required for the kind of needs assessment 
the. group vramts to do. The differences 
between an Interview schedulie and a question- 
naire may require explanation. 

4. The FAC decides %dxo will build the instrument 
and^^^ will receive skill training. Perh&ps 
the tf^tir would like to attend a meeting 
where creatdLng^^na^'t^ ue 
.covered. ; (^<^^haps a task f^ce of two or 
three persons are intereisted. . If some form 
of interviewing is to be ione, plans should 

> be made for as many persons, as possible to 
practice interviewing* 

^ \ ^ ■ .-■'■■^^ 

5. Skill training can be provided by the priA|:lcal# 
with the aasistahce of any people who know 
about the topcLcs at hand~a math teacher # 

a counselor or a parent with related escperience. 

6. Sample or prellitiinary questions are constructed. 
This may be done by members or by a tuk force. 
Assemble the sample questions into a sasqple 
instrument. 

: 7. The sasqple instruments axe tested in a mariner 
as nearly like the way they will b^ ad 
possible. If they are^^t^^ or distrib* 

uted# /qixedtions niaed to be teisted byvhaviag 

^ a f ev persbns atteiqpt to writ«i answi^ with 
no guidance. ^ If .they are to be used with an 
Interview or in a group meeting / test them that 
way even though the test may involve only a 
'small. role play of the situation. 

8. Information frbm the trial of the s^sgple 
questions^ can be tabulated and. sorted. This 
will give thjOi participants acme idea if the 
construction '^o£ the instrum really gets 
the inf prmatlon for which it was intended. 

.9. The data reduction procedure can be planneid 
now^. ,■■ ■ ■ _ . 

10. :TMrq^estidsi8 are revised # and final ^ 
it is revie<^ed. v 

U. ^jSS/g^ In the us4 of the instrument^ is \ 
dHHe^^ As mentioned earlier, if intez:*; 
viewidK^ to be done, mw need 
to be ]^rolved t9 coyer -the CQ^ 
adeq^tfiQ". All people %dio will help are 
likeiy to do a better job if they receive 

. . some training. Telephone survey, recording 



of Infoznation from discussion groups, 
and other techniques are alspn»st success 

ful if the people to be involved can practice v?. 
what they are going to do* ^ , 

In step #1 of this . sequence we stated that -'^s. 

thi*.PlU7&iiglit/want to identify sane target needs,. - ^ 

"'^r-r : - ' • • . ' . ; . : ^ . ■ ■ , ., ^ . - . . ■ . ' v 

. 

a PAC meeting to conduct a mini-needs assessment * 
*■ tq identify thoge target -needs • j 





lli 



TO USE WITH PAC ' ^ ' / , . • • 

HOW TO CONDUCT A MINI-NEEDS ASSESSMENT 

/This aqtivity Is a sample needs eissesisniezit done with any group of persozis 
who repriBseht a lugeX group. The mini-needs ,asseagment often forms the 
basis for an eagmnded needs assessment. 

Any group polling method can be \ised: e.g. , questionnaires « interV'iews, 
apealqxps. The method described* here, a form of 'spealcup, results in a 
prioritized list of Sterns. 

Step 1 Eaqh person writes on a small piece of paper or. 3x5 card hi's or 
her primary concern about\he. topic 'at hand—schools, healtti 
-^sexnrices, etc. It is permissible to wr^-te two cbxicems if one 
cannot be quickly .selected. (5 minuteS; maximum) ' 

Step 2< Peqi^le stove into groups of three and share itens. , After a few 
minuted of disc\2Sdion,. they build combined lisps^J^pt their , top 
three items in prioritized ordey. '(lO minutesj^i^t:;^^^ . • ^ 

Step 3 If. the group is made up of 18 or more/ two small g^ • > 

meet togeth^ sharing' thbir .lists/; building a comwtied jist in 
prioritized order, and eliminating duplications. \15 minutes/ * 
" . maximum) ' 

step 4 .The leiader and recoirder assemble ^^^^ group.. They then 

* . soiicit and record tbB top item from the first group, th^n the 
to]g itc^, if dlffep&njt, from the second group, \lntil all^items 
are^ covered. Tlie f porting group xiniat agre that an ptek is a. 
duplication before^4^ be .eliminated. Jtems should , be 
recorded \idiere all members c^^^l^^ .^(15 minut;es) 

^Step 5 Time is allowed to dlscussj!^^^!^^ for clarity of meaning ^ 
(not for evatluation) . (S-^tQi!fi|^flite^M^ v . . 

Step ^ At this point, the leader dUNStte^s the fact that a rough 

' ' prioritization e^ist£s in the list as it now standS;. .The group 
decides whether to do a more detailed prioritization. 



Step 7 ■ If the group want? to go on/ each person lists the numbers of - 
all itWis on a piece of papei^ and marks each with >a score of 
1/2, 3, 4, or S.^besidd item numbers they f eel cu:e the . top five 
items (5 ■« top item) . ^ The leader collects- these papers.. 



Step 8 The group takes a break while twv^or more volunteers wri^e down 
scores for! each item below the itemsi number (read aill scores 
' . from one p^er,. move to the nekt.' paper) . The leadeiS adds '^scores 
for each item emd creates, a new list of the top f ive items, with' 
the highest in first pl^ce. ~ ^ ^ 

Step The new list is posted; the group reassembles and discusses it 
briefly. * • ■ ./ ' ' ■ 



CdMSTIOJCTjmG SUESTIdNNAIPE^ AND icpBRVIEWS 

If the PAC has decided, to conajbruct .±t3 own 
fXaestloimaixes axui interviews, the following 
handouts nay be helpful • The f Irs^ handout . 
deals with a set, of procedures f or *desigxiing an 
instrdxnentr either an interview or a written 
questionnaire. The n^t two >h^^ identify 
strengths and weaknesses of interviews and 
questionnaires and give some guidelines for 
development. 

. The fourth handout identifies some errors 
"common to interview emd questionnaire 
consti^iction. ; • * ^ 

You may eithte distribute :these handouts 
directly to the PAC or to the task force '^r]cing 
on the^needs assessment, or you can use them 
yourself as guides for a discussion with the 
PAC. • - • ' . . 

Two valuable resources are^also available 
"^to the Title I Principal. / 

1. The Parent Advisory Cotancils in Oregon 
^ ^ <5phtains a chapter i; "Overview of Ne^s 

Assessment," (p. 182) that has many useful / 
; \)- : . procedures aiui iMtanam^ts. ■ ■ ' y ^ • 



2 , The Copqorehensive Studentf Needs Assessment 
published by Portland Public School ' 
District #1 has, a wealth of information / 
and evaliiation/needs eussessmeht forms. 
To duplication we not reproduced 

instruments from either of thei^e sources. 




■ •■■ ■ ■■■■■ .■ - . ■' 

TO USE WITH PAC TO help PAC..deWl6p questiwanai^^^^ 

assessment ;A 

.' COMSTHUCTING QtlESTIOtni&I|SS , ij«CN^ ^ 

The fixisi f^'^k f br a group constructing a questlonxuiire olp^iki Interview 
vis .'tp topics of the questions to be asiced. The results of • 

^ bra in^o A session can serve as the bai^is for generating (fuestions. v 
After the focus, of the data is decided uppn, instrusiex^ construction can 
begin. . , ■ ■ " v ' ^Z' . . ^ 

To develop or Issprove skills in instrument construction: 

% Divide the group in1:o trios^; Bave each trip take one or more ^eas » - 
^bt 'issues from a. pre-*exii5ting list such as a brainstorm list A <3f ^.^^ 
have all :g3?oups work with t^he same broad 'focusi 

• Distribute samples of . various types of , ^estions'.' T^^ helpful 
are "rating" qjies 

g^estioxisir asid multiple^choiae questions. ^ ^ ^ 

• Study the samples, tiien individually try to write one' question about 
each' topic in each of ^the sample patterns. / 

• Share your sasqple qixeistions; discuss which style seems to work bes£\ 
f or 0ach topic or type of information wanted. 

• Jot down the insights or ^grei^iexits you reach on why one kind of * 
. question is better than another for one or more kinds of topics. 

List pitf 2lL1s of some methods. ' 

• ' Work together to' construct one good question for each topic. 

V In a ^^ge gi^oup, have each; trio shar€i ideas about, good question 
formats pi^cticuiar types of topics. Have a group reorder 
write these ^^ere they can be ifoen, eliminating overlaps f»^ the 
groups. Share your "best" questiotis~write these on a biac|(board 
or newsprint so the^j^oiip can, see thes^ together. 

• Discuss together how the dat;i f rbm the various types s^ff questions^ 
wbuld rlook. "Ask yourselves if tl^E data would )3e cleeir.' Could it 
be int^reted? Could, yoti^^make recommendations from ^ / ^ 

• - Review the work to th^; point— is thflflre a good question for each 

topic o? type of data^wanted, or is more work ^needed? \ 

• Decide whether to^ contiiiue tee work in'^ the larg^ group. oi!||to tmm 
all work: done at this p<lint aVier to a small ta^ force fffi: * 
conEletion of a preliminary instxtaaettt." . % 

• ^ Coii5>lete'a first dr2Lft; instactment. ^ l _ 

• -If it is an interview and contains^v.open-r espouse questions > 
develop some neut^i# probes tb,be' used when respdnse^is 

"•■insufficiiBnt.'s ; .■'V 
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CailSTI(ncrmi^'Q\JZST10imiBES'^ INTERVI^ (continued) 

■; ■■ ■ ■ ■ . F ■ > ■ ■ ^ 

• Try- put the Instrun^t In cixcumstances similar to its Intended^ 
' use* (Practice Interviewing one another.} » ' 

• Manipulate the data resulting %oni the draft Instrument. Is it 
manageable? Useful? Inf ozmatl4e? ^ ^ 

• Revise questions that are diffic\U.t to use or produce difficult 

or obscure dati. ^ !• 

•t, . ' • ■ • ■ 

• Construct the final c[uestlonnalre. 



J 
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- TO USE WITH PAG*"'^^*^ 9^ ^® basis of discussion on needs assessment 



COMSTPUCmiG ZMTKAVIKWS 



BE of Interviews 



W'; J^sponse Is^itaranteed. 
.m..'' There ' is asq^e opportunity to clear up misunder istand ings • 
. • The ilnt^^fatf<»y can aiss ess the. usefulness and quality of responses. 

• Vat^'^a^p^B to reflect the kinds of infonnation the 
- lntervl*w^7wlshes to get. 

• Verbal r^E^^nses tend to be xoore natural than written ones. 

• Interviews* are useful with peojple who! do not like to write.. 

• The interviewer obtaiz£s data when desired. 

Disadvantages of Interviews 

• The interviewer tnust be well prepared. 

Conducting interviews is difficult with widespread or large 
audiences . , ' ; / ' ' ■ ■ 

• Verbatim recording may intiinidate respondents. 

^.m Getting togetiler with people at convenient times can be a 
■ ' problem. ^ 

• It is easy for the interviewer and respondent to get ' ojEf track. 

yFactors to Consider in Designing Interviews 

1. Sequencing . ' v ' . .■ 

The question of sequencing items is more important in interviewing 
than in questionnaires. Experienc^l interviewers suggest moving 
from indirect to direct questions because Jhdiri^t questions are 
threatening. Once the respondent is at ease, ' more direct • 

:» ■ ^'^'^^i^ mbrding of Questions 

Questions -should be clearly understood b y resp ondents . Long, 
plex questions and leading questions should he avoided. For W" ■ 
•exan5>ie, asking "What is your attitude towards vocational educatior 
is preferable to ''iJo you prefer, vocational education to the*^ present 
: curriculum?" • 

3., Types of Questions ' ^ - 

The construction of questions for interviews is hot much diifferent 
fran questionnaire item construction. Both fixed-alternative and 
• open-ended questions may be used ci^e "ConstrTicting and Using 
Questiohiiaires") . Another useful fool in interviewing is the so- 

• called "probing question" -(a question that asks for clarification) 



4. 



[HVIEWS^(cont^ued) 



Priinuy Question: - What Is your ^i;tltnide tc^^^ 

Answer: I liJc*e the idea* ^ " 

PEOBE: I'd like to*, know more about your*thinking 

oh that • • ■ \ . . ' 

Other exanples of probing questions woiTld be : ^ 

■ ■ • * • 15 
What do you mean by that? 

I*m not sure I understud; could^gbu 



^ ^ 

e:^l2uLn further?* . 

' . Why? • . • 

• What is the cause of that? t * 

Do you have other reasons? * * ' ^ ^ 

^ . Anytliing else? * P ik ' ^ 

^ . ■» ■ . ■ , « ^ / . 

niesei questions may ndt be on fhe intervftaw ^^self/ifbut It is per*- 
fectly okay to ask them AS , LONG »^ rUSE QUfSTlXxSER D&Si^ NOT INFLUENGE 
THE ANSWERS OF^ Q^ ^SFONDENT.^ 

TOia inljjprviewer. should also guard against e^^andihg^ upon respondents 
a way tluib new^lnformatiHh is provided. 



answers 



in 



such 

Recording Datai^ jji ^^l Interview 

One of tile most important task^faci^ aif interviewer is to record 
f adthfuf iy EVERY TORD the respondent says. It is not enough to jot 
dovm "the coiilbent" or iihe "x^^ „You w^uld be surprised to 

' find htfw muefa is tost whluiever the £:xterviewer changes , . modifies 
or interprets the responses. Faithful recording is difficult and 
takes' some ^rac^ce. ' * ' * ' 

If aA; 2Lll posisibler recording should take place immediately fol:low«- 
ixig the respoxise^. The respondent should be asked to repeat some*- 
thijxg, 4^ necessary 4 Postponing tl^ recording nearly always results 
in lost .infckmation and miakes the respondent lose confidence that he 
or she is being accurately represen'bisd 

•■ ■■■ ■■; ^-v ■ . ■ f-' . . , .... 

It is hblpful to provide ;the respondiant a co^ of the questions beihp 
ask^. This 4tee8. the questioner to write a^ gives the respbipdent 
more involvement. Also, respondents may- return to previous ^mies*- 
tions and elaborate on theif ^h^wes^fsp as new thoughts occn;r t^^em.; 

Sometimes/ a tape recorder can<4)e used sb^that the interviewer can 
ptV full attention to the re^ndent axtd record the Interyiew dat^g^ 
accurately. Of course/ respondents ^ouldj^ be madb fully aware tlf^^ 
%dxat they are saying is being recorded azid every effort shield be 
made to ensure that they are 6ot intJLmidatied^by • the presence of the 
tape recorder. If a respondent is uncomfortable, the recorder . 
shotild not be used* • -^v 
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to USE MIK P/IC'**'^^^^^ 9.^ disqussion on needs assessza]^t 



CC»S!IHJCTZN6 AND IJSZKG Qa^STIONlQlIS£$ 



Mvcuatages "^of Usii;ig. Questionnaires ' " - . - 

• Ypu can ea^jLly. cjpntact largis numBers of peopliet spread oyietr a 



wide area. 



aiey are less costly than personHto-persbn 



CM 



.-a^^as, 



Fewer persons are recpilred to coxidisrt: 



■A; 

Dise^vantaqcis of Using QuestlomutlriBS 
r • Often, , qgestionnaires are not retimed; 

• In^bicmtural^reas,: of questionnaires r 
jlnessx-j^ use, a ccomion language. 

Tl»ey afelKev isqpe^bnal. it is difficult* to ,o ^ ,, 

• Respondents^f ten choose *not to follow dij;eQtidns«. ; 





• Jjf inailed guesiionzudre may he completedvhV 'soii^one:: bthet 



the intended respondent. 

How to Construct Questionnaires a ' , 

The following statements are intended to W hdlpf^^ 
is faced, with the task of helpidg a'PAC to/co*^ 

Rather, than heing presi^lptlve statemehtfiT^^^!)^^ i 
\iiiLch may he modified to existing condit 

i^propriatenites .pf questio] 
n2tire is an , appropriate wa; 



1* i^proprlatenites .pf questioxma^es.*7^e^ic^ Y 



a. The (j|^estipnnaire \shQt^|Bgi%y .shoul^^ prpvide the ; / ^ • Si 
]c||pk of answers^ '^^oi^ ■ ■/■^ 'p-''' * ^VT' . 

b. The que3tionnaire,-;|i^]ULl^ relial?lj^~it ibjOil^ conslWentlyV^ 
^ provide the kint^si/oif ^anjl^ you» wzmt. .\ ' ■ 

?c.' Thp questioxmaire^sfcibuld be^'represenl^tive-^rit snotil^of 

the respondent a chance to address aspe|±s of :the probleni/|^ * 

d. The^ questionn£dj:e shpuidv be writt6h ;ih • languaJje; that coimnuni- ^ ' 
cates with respondentiai simply and directly. 1 ' Any.' technicai' 
words ^ould be eigplainedl,^ - 

e. The queistionnalre should not lecjliiest irrelevant' • 
Just «becatt^e you have seen many {questionnaires that ask "age# 
sex,". :etcw/ this does not mean you, zieed^thi^ 
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r* QUESTIONNAIRES (continuedX 'im... 



ThJixgisi Jtp\cid^ 14 gettijxg; staiactedi 



-.\ ^ ■ • ;/ a. , ;ixxf prial^ respoxiiexit? * «uch* a?' . , • sex. and f acf^l^ if ^ 

' / used at" prbtaeni aft; 

•>•; f ' rese<5hdejttt^ s. naner • should/ lie -itwSle ea^lici|ft - . ', ' 



Fbnimlati %aestions / 

*^ J ..{^^^^^ shcmid W pliras in a way that dgjes .not^ 

:) ' ; siiggest or l^iuence • answers . Simple? iaxAxi^ questioxi^ 



should r^estriji^^ 

\ / .the iteafpb|iaetit> • :^7-.- -V: ' " . . 

j2>^.Tipe"$\piC-gues a ^ ./j^.. - • i( ^. 

' :<^lv::C^^ la^^^c^i the ife^x^j^pRt^ v- 

^ ; : ; . yipiuf pid^^ feelings; aboul^ Ti^iie . I ^ ^, 

;'^^;;v':'"v:'i-v^ten4s answ*r9''>. ^ 



# ' • useful obtaininig iu4gM ot .qpinlpns 
:^^-i!!abe)i:jibt:sug^est^^ .' * '* ^ 

reirieifd's!' reas -for' 'respondent^ is f eellags 



•■' t^^- 'l^^ than f iie&-a4t^TLatlve 

V #' : l:en4s 'to ^cet^cfal more emotion than fact * ip ji;^^ 

); jpijjce^*^^at q^estio^^--^bse; in . whi^^t^ ^ 

;yra3Qgia:;bf ^ is contrplled- Fo^/^^mple: . 

■ - - good? ;/ 

■ bad?; - ■ ■ 

. ho opinioh' 
Ched^ one of the above r 
:,;"'Ad7aht^ess-; : ..^ * 

e. responses sLre easy to classify 

• datai are easy to manage 

• answers are^iit^le and factiial 
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^^^^ 



1%? 



I V; 



: I' * ^ ^ Wt ^i m n and Idien^ more ^ecific ones. 

iJ^^i/. i^ -1/ other kinds pf scMcpii^ possibii, but the 

principal should bte able jib help the PAC with the 



r^iippnses;\need.^^c co^^ yield 

desire^ Ijkorniiftidx^ 

consiminij ' ' ' • * / 



matter of sequexicin?'. 



on q^estion- 

' ^ ^ '^ooL^ constructloh/: It mlg^ PAC members to 

v^rtxy fiill^ One 
1^ useful way to^^^c^^ cwt * questipnnaire is to try to tabulate 



the data gbxierated in^^^a^^ data are usable and 

eMily maM^ed; the^^q^ It not/ 

revisions may b^i c 



4« £thics~In conAict^ you want to get 

as much information as you nieed, but you do not want to of fend 
or. v^^ 

A covier letter clearly stating the purposes of the questionnaire 
auod ti^^^ what the problem is, how 

5 ^iiio^rtant it is r and how the data ^11 be used can serve as an 
*e«f active to gtxard against infringement of personal rights. 
" This^ cover letter should also istate that individual responses 
are to be held confidential. If it is possible £or respondents 
to get the results, the cover letter should state this# as well as 
provide clear, rinstruction^ , perhaps indluding a stamped addressed 
envelc^pct, fiofr return of the completed questionnaire. ^ J 

5. FoaanaV" 

a. Instructions should be clear and explicit 

b. Enough space should( be provj^Agd f or responses^ 

c; Overall si^e should be convenient for handling and mailing. 
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TQ jJ^ Wn}l PAC— ^niis can be used to discuss how to avoiSLmistakejj^v 

..7 ^ ■ 



in needs assessment plans • 
Common Errors In Questionnaire jConst3hj>ction 



le Failing to pretest to check for unintelligible, axnbigupus 
or objectlonal qi^estions' 

2. AslcingL too many qaestd;ons7rftiius making yunreasonable d emyid s 
on the respondent's time, producing more data* than is usaisle 
or manageable, and causing« a dropoff in the quality of later 

.-responses 

3, Overlooking igpcoss errors of format and grammar \idxich might \ 
make an unfavorable isipression 

A. Selecting questions that are eeisily answered but do not 
serve the qriyginal purpose of the survey 

5. Constructing questions so that biased results are obtained 
(leading questions ,' socially desirable responses, no negative 
response boxes, etc.) 

' ■ . ■ ■ s ■ 

. 6. Not planning^ the analysis until after the surv&y is 
A coziducted, vj|iich can. create a format that makes tabulation 
cumbersome "and slow 



Comnon Errors in Interviewing 



■ V' ' ■ ' 

Allof the above, plus: # * 

1. Not writing the interview guide in enough details 

2. Insufficiently practicing needed skills of interviewing 

3. 'Palling to establish safeguards against interviewer bias 

4. ^^^9 luguage in the interviAr that is not understood 

5. Asking for information > the aespondent .cannot be ea^ected, 
'J to have or may /reaisogably feA >s confidential 



Tasting the Questionneiire 

We recdnm^xid testing out any questio nn a i res 

or iixterylev- fond that the PAC in t en d s to use; 

' -• ■. ' •^•=t^''. " 

\9e have also develpped- a checklint for ravieyincf 
'■ '* ' ■ .• .' ''. •'■ ' •• ' ■ • ■■• ■ ■ ■ • ^■ 

the instrtmifiht. This handout "Questionnaire 

Review Criteria>" can be used by^^t^ PAC and 

sdght also be of use to staff persons who ar'e 

. involved in questionnaire construction for 

; nfeds as^iassmentiiV- . " - 



■ ^ 
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TO USE WITH PAC : . ; < . • : - s^L£ 



. Qaestioniiaire* Review Criteria \ 

Purpose: A chedk. list to help review either gaeistlonnaires. or Interview 
f orms £6r needs assessment. . 

How to use with PAC: The prijici^al liiqrklngc with PAC meinbers can use,-' 

this form ^ to examine euiy proposed neieds assessmen*^ 'instrument* 



Directions to Reviewers 

Please respond to the following questiozis 
checking "yes" or "no" for each question. . If . 
a pa±ticular c^estion is not Appropriate for 
the questionnaire under considereLtion/ write 
"NA" after the question rather than checkixi^ 
"yes" or "no.*^ • - 

^ s ^ -■■:^ es. No . ,NA 

A, " QuestiOTnaire Purpose and Mministration - ^ 

1. Does~ the-questionn4ire have a 61ear ' 

a. purpose? ' • ^ 

b. * insteuctions? , • . - ' ' ■ ; 

2. Sas PAC prawrtdced'using t^ ' 

3. Are adequate prociedures outlined admlnis- V . 
i;; . tering the questionnadxe? ■ ' ' ^ 



4. $/If training is required, can. we provide. 



B J» Concern for Respondents ^ 

1. yAre instrt^jctions qlear? 

. 2. IS; iihe amount of time required of 
respozidents reasonable? 



* This czltflirla checklist caix also be used with an Interview form. 



Saoqple Criteriii ^or Revle^^iiig Qaei^ti^zmalres (continued) 



3. DO pttpple h&ve the inforaatlon being 
• asked of them ao th#y do not havia to : 
V. gue^ :'' 

.4. the qjaestiozmaire siiopre? 

5. I8 the fornat checklist, 
; interview schedule} appropriate? 

6« Has adequate consideration been given: 
. to avoiding racial I sexaal or cultural 
' J bias? ; 

7 Are the uses to be made of the infor- 
mation and procedures for maintaining 
confidentiality adequately established 
and fully ea^lained to those being 
qixestioned? 



8. If people are to provide their names, 
is a space provided or' if they "are not 
to give their^naaies , are they 90 » 
informed? 



Yes 



Has adequate attention been given to . 
the physical appearance of the ques*- 
tionnaire (e.g. , format, size, of print,, 
color of paper , illxistratiohs) ? 



C. ^Objectivity - (the ertent to which scoring 
procedures are easily understood) 

L Does a scoring key exist with, its use 
clearly explained? 

' ^ 2. Will responses "be interpreted the same 
way by all scorer s/coders? 

3. Will all or most respondents understand 
the question too miean the same thing? 
(Are the questions cXeeurly and 
unambigxaously stated?) 



.A. 
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Saaple Criteria f or KevieWlng Questioxm^Clres .(continued) 



No 



D. Efficiency of Data Collection j Analysis i 
and Record Keeping 

; "^^i . Eas duE^lical^on been avoided iji the 
' data collected • 



a. . vithin this qgiiestionnaire? 

b* between this questionnaire and 
other instruments used in \he 
' needs assiessment?, 



2. Has the page been laid out to 
facilitate scoring (e.g.y all responses 
oh the right-'hand side? 

3. Is a space provided for the date of 
instrument coBgletlon? ^ 

. . ■ ' '■ '/■/.' ' '■ * ' 

4. Is the source of information and type 
of ihstzumant identified (preferably 

♦ in the title)? % 



4 . 



r 0 



i 



I, 



. J. 



1 




.1 



5 :r.; ^ f ' how to ;use "die information 

■ - PAC wilt collect la before yog and they 

: ' . Blans. need to be made (aee item B,. page 110) 

. ^ dealing with how :ahd ^ will tabulate data. 
^ ■. ; : , if ypii ^e planning to collect opeft-nrnded ^ 

"■'^ : . ' response data, there need to be agreem^xts i 
about^how to categorize data. For examples 
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datav - ^ 



A" qjo^estipn on a questid 
^ ^ ."^^ do you think is thft most xieeded 

V JaqprovcBient^f or title §; ln this sj^iool?" 

^ .Answers* may reads 
\ ••Mwa nath? 

•/'^■"Better math^--:^ -^^^ >• : 

' - / ^.''Geometry courses"' ■ ■ '^'V' '' • ^ 

The group needs to determine if l^s6' 
are a4>l similar responses. Two 6^ the ^ 
answers indicate adding ciarriculum ("more ' 7 \; 
math? and "geometry courses") , vdiile one , 

; coimnent y refers to; incresLsing the qoalll^ 

. ■ * '. ' 

. ■ . of' math' -courses. y ' ^ 

The follo%djig handout, gives some guidelines 
>. for p]^aining for handlinig datai. This handout ' 
-can be ^used at a planzdng'meeting with the PAC 
/ and re-*examined at the 4rime the. PAC is reducing 
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TO USE WITH PAC • * , 

umiszmG iun) seducing daxa frcm a needs asIsessment 



Purpose: to *reviev sGme'*sin^le methods for handling data that has 
V ' : been generated from qaestloxmaires and Interview forms. 

• . "•• • ' ' ■ ' ' 

HGW TO USE WITH PAC . * 

\ ' ■ ■ . . ' • . 

This can forsi the basis of planning how data will be used once 

. the inteinrlews or. qges tionna tr es have been cbnrpleted. Note: 

- PLANS FOR PEDUCING DATA NEED TO BE MADE BEFOPE IT 'ABPJVES! 

1. Tabvilating data: 

If you have used an interview form ot a questionnaire where the 
person interviewed fixed-choice questioxxs (scaled itoas, yes/no 
itens, etc/):/ two people can tally the responses. One' can read 
' . the respbtises and the other can keep a tally. 

Ky ample: ; • . /' ■ ' 

If you interviewed 17 people on the following item, you might 
get something like this: 

How 4aipoartaat is it tp. iearn writintf skills? 

■ ■ . ''. , . \ ■ ' ' 

Very Somewhat Not 

: • Ixrportant ' Important * Important * Important^ 

. ■:. -^7?^/ ' //// : // ; <i' _i 



2. Getting the percentage: 

^ If ypu have several items on your needs, assessment that are scored 
,Iike the above item, you might want to get the per ceiitage of pebplc 

\^o scored very important, somewhat is^ortdnt,, etc. 

. I * • .• . # , . • 

• The percentage is computed "by dividing the number of people 
scoring an item by the total number who participated in the 
interview questions: * 

Very jjnportamt "11 ^ ' - 

divided by' 

V ■ 17 people who responded to the item 

or 



65 percent 



ANMiYZING \Ain) BEDUCIHG Di^A FBOM A HEEDS ASSESSl^ENT (continued) 

%■ ■ * . • '■ ■ ; ' 

3v Open-response data: 

When, you ask questions that are hot fixed (libt true/false or scaled}-, 
you can get a wide range of answers. You may want to group responses 
• by categories. For exasiple, suppose you get the following responses 
to the question: . 

Do you think that the school is providing a good math 
program for students in the fifth grade? ' 

Answers: 

1. Somewhat, but my child still has difficulty with addition 

2. No, we got a be^er program in the school that Jimmy attended 
laist year ' 

Yqs, fine 

Sure, I can see changes ^ every day 

oould be grouped According to Favorable, Unfavorable, and 
equate: ' ' ' ^ ^ ' 




4. 



Unfavorable 

/ 



Favorable 



Adequate 

/ 



If this were the case, 2 out of 4 reisponses were favorable, -or 
'50% is favorable (2 divided by 4 responses » 50%) 

Reporting findings: |. 

When -reposing or di^layingy data there are several things that 
need to be included:,.. " • L ' 

1 • The focus of the needs assessment. Wets this an instrument to 

gather general data, or specific data? Example: an overall neec|s 
^ eissessment about student heeds or a needs assessment that looks 
at math specifically •\ A good descriptive purpose ^stktemeht . 
should be included in any report of the needs assessment. 

2. How was the data gathered? Inverviews or questionnaire? If a 



written form was used, it is good to include the form. 



3. 



Who was interv^^ed or received questionnaire? Did you 
./ interview 20 parents, 30 students, and 4 teachers? It is 
, important to be specific when identifying the audience. ■ 

YoM may want to prioritize your data. This means grouping data acbotdinc 
to what came in^as the first, need, the second, etc. You . can prioritise 
by the 'highest score. If 80% of paurents think that the school needs 
additional math programs, and 40% think that' additional reading is imp^ri 
tant, while only 16% think that there needs to be more emphasis on 
physical education., yoii TOuld prioritize according to needs: 



1st - Math 



2nd > Reading 



3rd - Physical Education 



' the data / has heeh isollect ed . reduce 

^ax^ azialyzedr the /p^ cax;i have a meetiji? to 
share the resolW with all PAC meabers. 
agenda for .this, jneeting can include:; 



The' / 



A description of the events of the needs 
'a8ses8mfi£Lt*-Hiov It was developed eind . 
carried /out; Miho, participated 

'the ;i{^^kklngs of the needs aissessmdnt 

PAC cem ^participate iji^' 
Log the data 





The PAC nay wap.t to work wlth/you to ^prepare 

Is f table^of 



the final repQ]$t^:;;^.^j» foil 
contents from a VCanpr'phenslye Studisnt Needs 
•Aaaeasment priipa^^.'by t}», Detroit School ' 
Di3trirt .l23Ct: - 





1 
2 
3 



GQftLs . . . .-^ . . . .... .... ... . . . . . .... .... . 

^ffO' r>*fl /i^fr .........9...'.. ....-«.."...*... 

Xnf oi^mlng the^ Cc pi n mn ity •••••.<••• • • • • • « • • • • ' 3 • 

j^electlon of Respondent Groijps .>.••.. ..jl.i. \ 

iSelectlpn of Admlnlstar^tlori Groups • •••••• • • • 1. • • • ./r. • • • • • 4 

Gathering the Xhf dnnatlon • • • ^> • • ^ • vr» • • • v« • • • • • * 

• ' Prlotltizln^ the $nf orsiation • .'^ a 1 ••••••••••• . 6 

Uslhg the Xnfozixiatlon 1 ••••*•.«••••••/« 9« 

PROJECTS PBCXSIU^TNEEbS i^SESSM^ v.* • ^. ^ u' 

• ■ ' ■ »■ . 

iHSTiojHEirrikTiQN'i^ ^ .V. «. 12 



7 Parent Advisory Councils In Oregon , Title I, ■ ■ * 
E^IA, 'Oregon Depar^nent of Educs^tlon, 942 Lancaster 
Drive# NE/ Salem^ i977:r,pp. 201-22i;\ 



The repo3±/pre£^ared by the Detroit Schbol 

• ' ./"'.^■' . .- ...^ •■ 
District/ }Jlsted the goals of the needs assessment;! . 

described the methods used to. inform the community 

about the xiei^s assc^smexst; described the m^^hods ' 

used to^ identd^ surveyed and how 

.1:he data ^ was gaithered, azid prioritized; and finally 
''^he report describjsd how" the infors^tion from the. ^ - . 

>: needs as8essmen.t would affect . the Title I ^rpgram. 

: 'The Detroit risport ailso included sample instfu^'-^ 
'ments and <^es,tionnairds • t^e f^el that the PAC will 
have a greater ownership of . the program if they also 
balire.a role in reporjtlng the findings of the needs 
assessment. One way is . to have a role * in the 
p^^aration of the report. This role can range ; 
fromr identifying contents of the report to actually - 
writij^isectiiozis of the report. ' " 

■. '. ■ ■ . > [■ ^ 

. 'In this , sedtion we have outlined the steps v | 
.ihvolved in planniizig aM conducting a- needs assess-^ 
'ment* ''\W^ h&vie eULso identified some things to consider 
\i^ian choosdjig^ ^to use ^ gpiefetionnaire or an interview 
r fiprxaat. -We have-'xiot tfied to include needs assessment^ 
seniles as ±hesQ are available in both the, resource 
book ^ for parents. Parent Advisory CounciAa in Oregon # 
and in the Compressive Student Needs Assessment 
* produced by the Portland .School Di^strict. 
^ have tri^ to organize the ma^eria^s in such 

a^y that needs assessment -is seen ^ a task in which 
p;&C members can pajrticip»ate effectively. It is our 
contration th^t if more ^itle I jparents are involved 
I41 id^tii^ing sttident needs, the school will receive 
^^better informa^on about' stud^t needs, and the ^ community 
will be more ' 9i:pportive of the solutions that are 
/chosen by the school bo ^m^f^t t^ needs. ^ 

,r ; ' The filial handoui in this isection is a needs/ 
.ihssessmenl: plazming sheet, you nay want, tip use wl^ 
the PAC. . - ■ ■ V . 



TO USE KITH PAC 



Activity 



Procedure 



Orient' PAc to needs 
assessment' - . ' 




SSHENT PLMOIING SHEET 



Person Start-up Due ■ 

■Responsible Materials^ Date Date. 



Plan method of needs, 
assessDi^t 

■ . ■ 4 


™' I"' 

• ■■■■ 

■ / 

" " . • • ■ ■ ' • 


* 


9 • ', 
• * •• ' 


' Conduct needs 
assessi&ent 

i 


0 

-J — ^ 4 




if ■ . 


« 

Reduce data/analyze 
data ' ' 
Display' data ■ /' ' ' 


M " » 

« * ■ ,fi 


. / . ■ ■ ■ 

• ■ • 


V ' ■ ' ' ', " ■ 


' « ■( ' . ■ ■ 
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SEaiON U-PAC ln>4olvement VVith 

Budgets- \ 



. ^* VThe Guidelines for Title >I inciude as one 
of this minimuni recpxdraaexxts: "A meeting tp . 
fprxnally . review the 'proposed Title I app^^itcation 
for next year." Budgets, are an integral part p£ 
any application, but^ to review a bu4get in aqy 
meaningful way requires skill. A parent witb 
no previoT2s budget experience cannot be expected 
to view a school budget with any coooprehension 
at one meeting. 

If w6 consider Amstein's ladder of involve*^ 
ment (Section 1} # to review a budget with np 
understanding is the first level of * citizen' 
participation~manipulation! Xn thid sectibn 
we will outline a. procedure whereby parents can 
first have actual diaper ience in building a 
budget-^the FAC budget~and can work with the 
principal to understand the overall Title I ■ * 
budget and its relationship to student needs 
and benefits. 4?£ttf outecme of this procedure 

. is that pareilts will have greater comprehension. . 
'Of the task~reviewing the proposed Title I 

application. 

• . . • 

•BUmDING A BUDGET 

' Most Title I schools have some limited 
funds allocated for- running the Patent i^ivisory 
Councils. !^he amount of money in this budget 
:can range from one hundred dollars to a thbusazxd 
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dollars or laore, dependlxig upon the size of the 
school* Most schoo^ use this money for- a variety 
of things ranging f rem dT:qpllcation of Title I 
inaterial3~«ugttiida , ,etc • —to * providing babysitting 

for children f ^idilch enables single puents to > attend 

^ * . ' . ..... . ■ ^ . .. 

and be* active in the 

^ Six^c€i this money -is allocated to the PAC f or 

the PAC# we propose that the PAC have a major role 

in determining how the money will Ise spent. To do 

this will require that the PAC# working with the 

principal # determine priority needs and how using 

the money In the budget can meet these needs. The 

•planhlng sheet on the n^^sct page can s&ve as a 

« guideline for t^ principal working With the PAC 

to build the PAC budget. 





TO USE WITH PAC. 



PLANNING SHEET FOR TITi£ I BUDGET PB^IPABATIQN 



The following, procedure can be used by PAC members working with the princi- 
'pal to determine the way PAC monies will be budgeted*. 

Amount of money in PAC budget 



1. 
.2. 



Brainstorm £U3d .list possible items that need to be covered by this 
bu^e^. Examples include: 'icost of luncheon meetings, travel expenses, 
babysitting. (Eemember, brainstorming is just listing—not discussing. 



. Possible Items to be Covered Cost Benefits 



Priority 



In the next column, list the cost. Exaopler Luncheon might be $2.00 

per persdn times 20 people or $40.00. 

• . • * ■ 

N^xt, discuss eeich possible benefits to" the PAC program. Example: 
babysitting mighlf make it possible for parents who normally could not 
attenjd meetings to attend* 

After a thorough discussion—each person has had time to say whatever 
he or she feels is isiportant— prioritize the items for expense accord--^ 
iiig to which is most important. (#1) , next imposrtant (#2) , and so on. 
Prioritizing can help you identify which is the most iiaportant expendi?- 

ture f or tjae PAC budget. 

■ • . ' ■ • . ■ ■ ' 

llf you have two priority itema that, take up all the PAC b\^get, discuss 
\with the group if this is the best way to spend the budget. After dis- 
issioh, you can«c2U.l for a vote oV see if there is consensus on the 
iget. ■ ■ ■ / ■ ., ■ • ■ ' '■ ■ . " 

aen you have an agreed-upon budget, how the money is to be spent, you 
111 need to determine who will monitor the bT^get. Whoever monitors 
le budget will need to collect receipts for expenses and report back 
to the group . at .futuret; meetings how much money is left in the budget. 
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Preparation of the PAC buclget can occ\2r 
eakly in the school yeep:. ; If members . are Xept 
up^-to-^te on expenditmres they will have ongoing 
direct, experience with a budget and this will be 
helpful for their understanding of the school 
. budget.- .■' ' - ' ^ 

Reviewing the School Budget 

V Whereas we think that the PAC is in many V * 

ways Responsible for buildin{^yand monitoring 

the PAC budget, the principal is responsible 

for the school budget. Again referring to 

Amstein's ladder, the PAC may be^in a patrtner- 

ship relation to the school men dealing with ' 

the PAC budget 1^ but because of the different 

level of accountability, the PAC can be seen as 

in an "inf ormi ng-conroltation" relationship 

with the school regarding the Title 1 school 

budget.^ n^is ^tch in expectations' regarding 

the PAC role in the differjabt budgets may - 

need clarification. To do this the principal 

can at the application review meeting e^qplain 

that the purpose of the meeting is to review 

the school Titl^ I budget and get input and 

suggestions that cah influence the application. 

* ■ ■ ■ • ■ 

In order for the PAC to. have the skills to give 

meaningful input, you may want to consider the 

following^ activity for reviewing a budget: 
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TO USE WITH PAC. 



TITLE I': BUDGET WORKSHEET. 



Tuarpose: . To £am±l±i!rize PAC with Istidset, to build understanding and 
. support of school. ' - 



HOW TO USE WITH PAC: ^ 

This is a siock-up for a fictitious school, ton can prepare a similar 
budget for your PAC, usix^ your current>f£sc2d. allbcations. 

• List the line items in the column on the left' 
. • List the allocation^ in the second .column 

• Describe each line item more , fully in the third column 
(Example ; Supplies; Readihg and Math « 35 textbooks # 

* 4 slide tap^sets# 4 teacher workbooks # 50 student worlcbooks.) 

• /In the final coluiah# desqribe how the item directly benefits 
'Students. (Exainple; The money allocated for aides means that 
X numt>er di^ aides are in the school for X number of hours. 
They ^ work with the children in the following ways. They also 

' free up the teacher to do the following tasks.) ^ 



KING SCHOOL 
DETAILKD. ITEMS 

Instruction 
Salaries: 

Teacher# 4.5 PTE. 

Aides, 5.0* FTE 

Employee . Benefits 
@ 22% 



ALLOCATION DESCRIPTION STUDENT BENEFITS 



Supplies/Materials : 
Heading/Math 



2,013 



Capital Outlay: 
Instructional 
Equij^ment 



350 



fiEME)lBEiEl TO REVIEW ALL TERMS^-FTE, Capital Outlay r etc « 



Wi%h an understanding of the bxsdget and 
budget buildin^^frocedures, the AC will have 
a better understanding of th^ application. ' 

Bovever, it is also ia^rtant to review 
with the PAC the entire application process • 
We have eilso listed a sazople. agenda for reviewing 
the Title I application. This procedure can be 
modified to be siore congruent with individual 
school or district application processes. 
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Reviewing Program Application , (continued) 



AN 



3, 

•5 . 



•.. Describe the procedure that was used to identify the speci£U.^ 
educational .needs~i^K FOR COMMENTS FROM PARENTS WHO WEBB ' 
32IVOLVED. IN TE^ NEEDS ASSESSMENT; ASK .PABENTS IF THE|^ APE 
ANY. ^GNIFICANT N^5 THAIt THEY FEEL APE NOT BEINd ADDPESSED 

C» Project Participant^; , i 

• / - . ■ ^ ^ - . . . ■ • ' 

* Describe tiie method used for, selecting Title r Students 

• Es^iai)^ how this, project is a supplement to the regular - 
'Instru'crtion /. . ^ ' ■■ / ' , ■ ■ 

• '>.'■- _ . . ' ' . " ' ' ' . ^ . 

D. * Project Goals and Performance Objectives 

• Identify the major goals for studerits 

• Explain what will be going on in the; school to meet these . 
goals J':- 

E, InstructiowJ. Activity ^ 

0- 'Es^lain bow Students will be taught ~A TITI£ I TEAOffiR cqJLD _ 
.: BE A GUiEST PRESENTER 

■ ■^■■■^ ^ . .' ■* • , . i ■ " ■• - 

vF, In^ervice 

'.. • ^ ■ ■ . , ■■" . - ■ '■ . • . . 

/• Describe types of training or education planned for Title I 
* personnel. '--^ ' ■ .. : 

• If ..you have aides^^ describe how ^^^t^ 
Ask parents for ^ any questions. V 

Ask. £)arcihts what th(ey^;^^ especially good about th« program.. . 

Ask pwrents how .they] think the PAC can help with the Title I project. 
(Eacampies:/. hcdp inform paorents who ar I 
j^rogxait and . how -parents can help children a.t home. } 



\ 
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TO USE WITH PAC 



REVIEWING P: 



ilPPLiaVTION' 



Purpose: To meet ininistcaa Title I requirements and to bull4 parent under*- 
standing azid support of school programs. 

The £ollov^g<gu^ may be used by the prijicipal to explain the 

title 'I ^application and application' procedxire: , ^ 

1. Explain the application procedure (may use overheads/butcher paper): 

WHO develops the application (role of 'principal/ staff , PAG)..- 

WE6N it is diBvelope4» When it is. submitted. When it is approved. 

kow. information is gathered for the application (needs assessment/ 
' inf ormatign about students # etc) * 

WHAT is included in^ report. . . ' 

2.. ..Keyiev categories of information that will be included in the report. 

(The 'examples we' havfs Included were from last year's report and may 
\'\ not be exactly the same as those included in this yearns report. You 

Will- need to ha^ve your own list. . 



Example ; 

(Name of School) 
Program Description: / 
A. Gcznmunity Involvement 



Title' i Program' Planning Sheet 



• Describe work- of the^ parent advisory committee--^ASK FOR PARENT 
INPUT ' . , 

• List compositioh of PAC-»*-ASK FOR^ PARENT INPUT 

• Describe anticipated parent participation in projectr^YOU CAN 
BRAINSTORM WAYS (teAT PAC . CAN 



6.. 



Educational Needs . 

Identify the educational needs that 
meet' - . ■ ■ o ■ ■ ' 



"*^^s project, will try to 
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soMMaioi:. ■• ■ . . ^^'^■^^'^ 

The review o£ the Title IT application 
signals t^e end of one school year and the; 
beginning of the next. If PAC members feel a 
sense of acconplisfament at the end of the year - 
atid can see that their involvement has an impact 
on the application for the following year, the 
irst step for building the next year's PAC 
is accomplish^. 

We have 'written this guide to help the 
iitle I principal build a PAC that has owner- 
ship of its tasks. Title Z requirements outline 
f our taslcs that could conceivably be accon^lished 
in. just four meetings, but it is our impression 
and Uie impression of the principals with whom 
we wbrke^ that to actually build a Parent 
Advisory ''council that works in a par^ership. 
relation with the school requires more. We h^ve 
therefore develpped this guide to parallel the 
, activities of the PAC with ^procedures and guic 
lini^is f or building PAC sk^iU and ownership.^ 
Relieve that effective citizen involvement 
requires comoiitment and- timie. on both the part 
o5e the school and the ^^ents, but we also 
believe that the pay-^f f s are worth the. effort . 
We hope that this guide \d.llvhelp you in your 
work with your PAC and that sbxne of the materials 
'will be. of use to you with other groups \d.th 
>rtiom yjpu wfirk. ^ ^ . ^ 



